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1. Getting Started

Introduction

The United States District Court for the Middle District of North Carolina permits
attorneys to file documents with the Court from their own offices over the internet.
Local Rule 5.3 authorizes electronic filing in conjunction with the Federal Rules of
Civil and Criminal Procedure. This User’s Manual along with the Electronic Case
Filing Administrative Policies and Procedures Manual provides instructions on how
to file documents, view documents, and retrieve docket sheets for cases filed in this
court.

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of Internet
browsers and Adobe Acrobat software.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 A.M. and 5:00 P.M.,
Monday through Friday, if you need assistance using ECF.

Toll Free Help Desk — Greensboro 1-800-659-2212

Conventions used in this Manual:

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Command buttons are represented in this manual in [bracketed boldface
type].
. Hyperlinks are represented in underlined boldface type.

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts and
browser software to perform the following functions:

. View or download the most recent version of the User’s Manual
. Self-train on a web-based ECF Tutorial
o Practice entering pleadings into ECF using a “training” database

that is similar to the official live ECF database
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. Electronically file pleadings and documents in actual (“live”) cases
. View official docket sheets and documents associated with cases

o View various reports for cases that were filed electronically

2. Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

A personal computer running a standard platform such as Windows® or Macintosh®.
Internet access and a Javascript enabled web browser.

Software to convert documents from a word processor format to portable document
format (PDF). Adobe Acrobat PDF Writer®, as well as certain word processing programs
can perform this function. For viewing documents not authoring them, only Adobe
Acrobat Reader® is needed.

A scanner to convert documents that are not in your word processing system.

3. Your CM/ECF Account

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may call the PACER Service Center
at (800) 676-6856 or (210) 301-6440 for information or to register for an account. Also,
you may register for PACER online at http://pacer.psc.uscourts.gov.

Registering for Access to ECF

Participants will need to register with the courts to receive a login and password
for the CM/ECF system. Registration forms can be obtained on our web site at:

http://www.ncmd.uscourts.gov/sites/default/files/forms/attyform.pdf
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Completed registration forms should be mailed to:

John S. Brubaker, Clerk

United States District Court
Middle District of North Carolina
Attn: ECF Attorney Registration
Room 401

324 W. Market Street

Greensboro, North Carolina 27401

To receive a log-in and password for the Middle District of North Carolina
CM/ECF system, participants must:

1) Be permitted to practice in the Middle District of North Carolina.

2) Take an attorney training class on CM/ECF or be an electronic filer in another
Court.

3) Register as a user.

Once an account has been established, to ensure that the Clerk’s Office has correctly
entered a registering attorney’s Internet e-mail address into the System, the Clerk’s
Office will send the attorney an Internet e-mail message after assigning the attorney a
password.

Registered users can visit a training version of the system on the Internet at http://ecf-
train.ncmd.uscourts.gov to practice ECF activities. We strongly recommend that
registered users practice in the “training” ECF database before filing documents in the
“live” ECF database.

Your Account

This section of the Utilities feature provides you the capability to maintain certain
aspects of your ECF account with the Court and to view a log of all your transactions
within ECF.

Utilities Feature

The Utilities feature provides the means for registered users to maintain their account in
ECF and to view all of their ECF transactions.
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Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account

information screen.

Figure 3.1

Criminal - Query Reports - Litilities ~

“tilities
Your Account Miscellaneous Version 2.5 Case Opening Dispatches

Maintain Y owr Account Legal Research Open a Ciil Case

View Your Transaction Log Mailings

Change Client Code

Change Your PACER. Login Internet Pavment History

Beview Billing Historv Verdv a Document

Show PACER. Account
Remove Default PACER. Account

Figure 3.2 displays all of the registration information that is contained within the ECF
database for your account with the Court. This includes Bar Identification and Bar status.

Figure 3.2

= C g HRE = -
UE F Ciwil Criminal Reports Litilities

Alaintain User Account

Last name [SHITH First name [JOHN
AMiddle name | Generation |
Gender | -] ATY Twpe | =]
Tirle
Bar number Twvpe aty

Prisoner id |
Office [SMITH & SIAITH
Unit |

Address 1 [123 FOURTHST

Address 2 |
Address 3 |
City [GREENSBOROD State [NC Zip [z7401 |
Country I County -~
Phone [000-000-0000 Fax
Initials DOB Eund dare
Ermail infarmaticn More user infanmation |
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Clicking on the [E-mail information] button opens the following screen.

Figure 3.3

Repaorts Litilities - Search

Eeuail Inlvrmation for JOHX SMITH

Registered e-mail addresses Confizuration oprions

Primary et s farmemqemarcsmihen
johe sooih @ aotandsnlh con
Sheuld this c-nmd addoess reove potices? = Yes © No
SaconaEy e-nrall addeasrer:
2dd new = mail addoass Eow shadd nobices be sent to this e-med address? @ Per Filng © Swomary Fepect

| Rezum to Parson Infomation Screen | 1wt formae should notices he seat 0 this =-mail address? = HTML O Test

Clea

Should this ¢c-mad addeess recove goneral sonounceznest eotecs from this couet? = Yes T o

Show all cases for ths e-mail addess | s Do Torts e Bl

Cnsemspacific opiiaus
Add adddcnal cases for nodeing

These cacas will eand notice par filing
1- 27w CODNI-FWTEVAAT FAL CONE v JAMES - Raprasantng ROACRT LAMES
1 22-cw-LOD6-SWE-VWD FALTORE v JAKES - Represenbing MITCHELL FALCOMNE

felfireel) o itheaedd

o ECF will e-mail to parties their Notices of Electronic Filing based upon the information
entered in this screen. Perform the following steps to enter additional e-mail addresses
for individuals that you wish ECF to notify regarding new case pleadings and documents.

e From the screen depicted in Figure 3.4, to add additional e-mail addresses to your
account, click on “add new e-mail address” and type in the e-mail address under
“Configuration options”.

Figure 3.4

UE c F Ciwil Criminal Query Reports Utilities
Email Information for JOHN SMITH

Registered e-mail addresses Configuration options

\Primary e-mail adgress: |

pob simith @ smsthandensith ¢om

Secondary e-mail addresses:
susie smith & smathandemith com
add new e-mail address

| Retum to Person Information Screen |

Clear

e Enter the e-mail addresses of those individuals you wish to notify concerning ECF
activity. This data entry field has a capacity of 250 characters for approximately ten E-
mail addresses.

CM/ECF User’s Manual (April 2014) 5 North Carolina Middle District Court




Figure 3.5

ch o ivil * Criminal - Query Reporis + Utilities: ~ Search
Email Information lor JTOHN SXIITH

Flegistered e-mail addresses Conligurative aptions

Wrimiary e-mml aodres [susie smita@erthanezsmil.com
jobk= smith i smithandszesth cotn

Shendd this e-mail address recerves nofices? # Yes & Mo
ISacondary e-woil addirassas:
autsze soailyE srmithedscith com How should notices be seat to s e-med address? = Per Filng ¢ Suponary Report
add new e-mail address
In whart format shouid notices be sent to this =-mail address” = HTML 7 Teur
Hetdim t Farzon Infanmation Scrgan
Clesi | Should this e-mad address recelve zeneral smomesment nobces fom ths comt? * Tes © Mo

Should this e-med address recetve aotice for all cases in which this indridual is a pecticgpant” ™ Yes ¢ Mo

Show &l cases for this a-mail sddrass : (Camy care finss e hara)

Case-ypecific opiions

Add additional cases for noticite

These cases will send nobce per filing s sarhad
12200 00E-FWE-YWD FA o JAMES - Representing RCIERT JAMES
122001 E-FWE-YSLD FALCONES v JAMES - Represeniing AITCHELL FALCOMNE

e Stipulate the format of the ECF notices by selecting your choice from the bottom of the
screen.

e If you wish to enter completely new information about your account, use the [Clear]
button to clear the fields on this screen.

e After updating your account information, click on the [Return to Person Information
screen] button to return to your Maintain User Account screen (Figure 3.2).

e To edit or view login information about your account, select the button labeled More
User Information, from the Maintain User Account screen. ECF opens the screen
depicted in Figure 3.6.

Figure 3.6
Mere User Information for attornevd
Login |a1t:u-'|1e:;E Last Jogin 03-30-2011 05:08
Password | Current login 03-30-2011 09:02

N

Create date 02022003

Registered ¥ Update date 029042003
Intermet Credit Card T
Default Printer

Additional Printers

Grouwps Attornay

Retum to Account screen | Clear |

|
This screen displays user login information and provides the means to change your ECF
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password. Notice that ECF displays a string of asterisks in the Password field. To
change your ECF password, place your cursor in the Password field and delete the
asterisks. Enter your new password. ECF displays the actual characters of your new
password as you type. When you have completed your interface with ECF from this
screen, click [Return to Account screen] to reopen the Maintain User Account screen.
When you are satisfied that all of your account information is accurate and up-to-date,
click [Submit] at the bottom of the Maintain User Account screen to submit your
changes to ECF.

ECF will notify you onscreen that your updates were accepted. If you changed
passwords, you may begin using the new password during your next ECF session.

Viewing Transaction Log

From the Utilities screen, click [View your Transaction Log]. ECF opens a screen with
two fields for entering the Date Selection Criteria for a Transaction Log Report. Enter
the date range for your report and click on the [Submit] button. ECF displays a report of
all your transactions in ECF within the date range you specified for Date Selection
Criteria. See Figure 3.7 for a sample transaction log report.

Figure 3.7

5 CF civil = Crimipal ~ Query Reports = Utilities = Search Logout Y

Transaction Log

Report Period: 01/01/1996 - 09062011

Id Date Case Number Text

MOTION for Extension of Time To Fie Motion To Respond to Discovery until June 13,
2005 by ROBERT JAMES. Responses due by 5132005 {attomnev6,

129247 Q3042005 03:40:14  1-22-cv-3 ANSWER to Complamt by ROBERT JAMES (attormevs, )

MOTION for Extension of Teme to File Answer by CREE, INC . Responses due by
2/272006 (attorneys, }

MOTION for Extension of Teme To File Motion until fune 15 by MITCHELL
FALCONE. Fesponses due by 6/1°2007 (attorney, )

142006 107182007 11:32:55 |07-28 Opened New CV Case 07-258
<[=Amended Rephy< 1> BRIEF <I=on Defendant Trudy Wada"s Motion to Dismizs< T
{attorneve, )

128068 042072005 15:58:45 1-21-ov-3

1405390 081002006 12:07:34  |1-06-cv-303

141436 | 02092007 11:16:47 1-22-cv-16

143680 08252009 15:35.08 1-22-cw-32

Total Number of Transactions: &

Use this feature of ECF to review your transactions and to verify that:
e all of the transactions you entered are reflected in the Transaction Log

e no unauthorized individuals have entered transactions into ECF using your
login name and password.

If you believe or suspect someone is using your login and password without your

CM/ECF User’s Manual (April 2014) 7 North Carolina Middle District Court




permission, change your password immediately, and then telephone the Court’s Help
Desk at 1-800-659-2212 as soon as possible.

Miscellaneous
ECF provides three miscellaneous functions within the Utilities feature of the system.

e Legal Research

e Mailings

e Internet Payment History

e Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, Lexis via the Internet, a
Medical Dictionary, and Westlaw via the Internet. Select the Verify a Document
hyperlink to open a query screen and enter data in the screen fields to locate a particular
document attached to a specific case number. Select Internet Payment History to run a
report showing your history for a specified date range. There is also a Mailings
hyperlink that opens a new screen for making or requesting mailings from ECF.

Logout

After you have completed all of your transactions for a particular session in ECF, you
should exit from the system.

SECF Civil ~ Criminal = Query Reports ~ Utilities ~ search

4. Mechanics of Electronic Filing

User Interactions

There are three ways a user interacts with the system.

1. Entering information in data fields
2. Mouse-clicking on hyperlinks
3. Using command buttons to direct system activities

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat® Reader software in order to view documents that
have been electronically filed on the system. All pleadings must be filed in PDF format.
When installing this product, please review and follow Adobe’s directions to utilize
Acrobat® Reader after installation.
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Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using the
ECF system. Before sending the file to the court, users should preview the PDF formatted
document to ensure that it appears in its entirety and in the proper format.

How to View a PDF File

. Start the Adobe Acrobat program.

. Go to the File menu and choose Open.
. Click on the location and file name of the document to be viewed.
o If the designated location is correct, and the file is in PDF format, Adobe Acrobat

Exchange loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of multiple pages,
use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the displayed document.
Choose the option that is most appropriate for the document.

How to Convert Documents to PDF Format
You must convert all of your documents to PDF format before submitting them to the
Court’s Electronic Case Filing (ECF) system. The conversion requires software such as
Adobe Acrobat® Writer. Recent versions of Word and WordPerfect® have Acrobat®
Writer built-in and can also be used to convert documents to PDF.
Using any word processing program:
e Open the document to be converted.
e Select the [Print] option (generally found in the File menu) and in the dialog box
select the option to change the current printer. A drop down menu with a list of
printer choices is displayed.

e Select Adobe PDF*.

e “Print” the file. The file should not actually print out; instead the option to save
the file as a PDF format file appears.
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Figure 4.1

Save PDF File As _
Save in | (- PDF files ~| « & cf -

File narne: |EI:F t arial. pdf | Save I
Save as type: |PDF files [*.POF] | Cancel |

Edit Document Info. | [~ “iew PDF File

e Make a note of the file location so you can find the document later when you are
ready to upload it. Change the location if necessary by clicking in the “Save in”
area of the window.

e Name the file, giving it the extension .PDF and click the [Save] button.

Documents Filed In Error

A document incorrectly filed in a case may result from a) posting the wrong PDF file to a
docket entry; b) selecting the wrong document type from the menu; or c) entering the
wrong case number. If you do not discover the error before completing the transaction,
you must request that the Clerk’s Office correct the error.

To request a correction, contact the Clerk’s Office for assistance at 336-332-6000 or our
Toll Free Help Desk at 1-800-659-2212.

Call as soon as possible if an error is discovered. You will need to provide the case and
document numbers for the document requiring correction. If appropriate, the court will
make an entry with a text notation indicating that the document was filed in error. If
circumstances warrant, the docket clerk may temporarily reset the link to the document so
that it may only be accessed by court users, not by counsel or PACER users. You will be
advised if you need to re-file the document. The ECF system does not permit you to
change the misfiled document(s) or incorrect docket entry after the transaction has been
accepted; only court staff may do so.
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Errors Found During Quality Control Process

Clerk’s Office staff will review documents filed by counsel for proper docketing and
compliance with the filing requirements as specified in the Federal Rules of Civil
Procedure, the Federal Rules of Criminal Procedure, the Local Rules and the
Administrative Policies and Procedures of our court. If staff determines that a document
was incorrectly filed, for example, Rule 26(a) disclosures which should only have been
served on an opposing party, a Notice of Deficiency re: electronically filed document
event will be entered in ECF and sent to the parties notifying that the document was filed
in error. Access to the entry will be restricted so that the document may only be viewed
by court users, not by counsel or PACER users. The original docket entry will reflect on
the docket as FILED IN ERROR. If you file a document in the wrong case, it is your
responsibility to notify the Court, who will instruct you accordingly.

User’'s Manual

You can download or view the most recent version of the ECF User’s Manual (in PDF
format) from the District Court’s web page. Enter http://www.ncmd.uscourts.gov , when
the court’s web page opens, click on the CM/ECF Electronic Filing System hyperlink
located on our website as identified in Figure 4.2 below.

Figure 4.2

UNITED STATES DISTRICT COURT

| Middle District of North Carolina

Honmorable William | Osteen, .Ir | Chisf Judge _ oo
at.
Abaut the Court o Fa Filing Without e ¥ Cnminal
Court Business | SUnY Service T an Attomey LSl sl Justice Act
Case Locator (PACER] » Welcome
E-Flling [CWECF) & Welcome to the official website for the United
States District Court for the Middle District of
E-Jurar » Morth Carolina. We have offices in Greensboro,

Winston-Salem and Durham.
Other 4th Circuit Courts »

5. A Step-By-Step Guide

Below is a step-by-step guide for entering the system, preparing a document for filing,
filing a motion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training database before trying to actually file a document.
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How to Access the System

Users can get into the system via the Internet by going to
http://ecf.ncmd.uscourts.gov

Or, you may go to the Middle District of North Carolina’s Web site at
www.ncmd.uscourts.gov and click on the CM/ECF Electronic Filing System hyperlink.

Click on Middle District of North Carolina-Document Filing System to open the login
screen and login to ECF.

Users can access the Training Database by going to:

http://ecf-train.ncmd.uscourts.gov

Logging In
The next screen is the login screen.

Figure 5.1
CM/ECEF Filer or PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and access
attempts are logged.

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You do not have permission to view this document," viewing the
document is restricted to attorneys of record in the case and the system does not recognize you as such. If the login prompt appears again, after you have entered your CM/ECF
login and password, it means that the "free look" link has expired. You will need to enter your PACER login and password to view the document.

Instructions for viewing filed documents and case information:
If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online at hitp./fwww.

Authentication

Login: l:l IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social Security or taxpayer-identification
S numbers; dates of birth, names of minor children; financial account numbers; and, in criminal cases, home addresses, in compliance
Erzoroat |:| with Fed_ R Civ. P. 52 or Fed. R. Crim. P_49 1. This requirement applies to all documents, including attachments.
E!Ed';‘ [ | [ I understand that, if I file, | must comply with the redaction rules. | have read this nofice.
Notice

An access fee of $0.10 per page or $2.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be assessed for access to this service. For more
information about CM/ECF, click here or contact the PACER Service Center at (800) 676-6856.

CM/ECF has been tested with Firefox and Internet Explorer § and 9.

Enter your ECF Login and Password in the appropriate data entry fields. All ECF login
names and passwords are case sensitive. This login page will allow you to both file
documents and query for general case information. Please see the section entitled Query
Feature for information about use of a PACER login and password.
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Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you only wish to enter ECF to
query the database for case information or to view a document, enter you
PACER login and password. You will be charged a fee to view ECF case
dockets and documents on PACER.

Verify that you have entered your ECF login and password correctly. If not, click
[Clear] to erase the Login and Password entries and re-enter the correct information.
After you enter the correct login and password information, click [Login] to transmit
your user information to the ECF system.

o If the ECF system does not recognize your login and password, it will
display the following error message on a new screen:

Login failed either your login name or key is incorrect

]

e Click [Back] EBack in your browser and re-enter your correct login and
password. Once the Main Menu appears, choose from a list of
hyperlinked options on the top bar.

Figure 5.2

5 & Inventory Database [ Suggested Sites + & Web Slice Gallery +

Criminal ~ Query Reports ~ Utilities + Search Logout

U.S. District Court
North Carolina Middle District
Official Court Electronic Document Filing System
This is the North Carolina Middle District CM/ECF System Version 6.1 11/22/2013

This Is The Middle District Of North Carolina Live CM/ECF Version 6.1 11/22/2013

This facility is for Official Cowrt Business only. Activity fo and from this site is logged. Document filings on this system ave subject fo Federal Rule af Civil Procedure I1. Evidence of unauthorized or
criminal activity will be forwarded to the appropriate law enforcement officials.

‘Welcome to the U.S. District Court for the North Carolina Middle District Electronic Document Filing System_ This page is for use by attorneys and firms participating in the electronic filing system. The most
recent version of the Adobe PDF reader can be obtained by selecting the PDF Settings option listed below.

PDF Settings

Last login: 07-10-2013 09:54

22May2012
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Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you log in for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’s
Help Desk as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Criminal-  Select Criminal to electronically file all criminal case pleadings, motions,
and other court documents.

Query- Query ECF by specific case number, party name, or nature of suit to

retrieve documents that are relevant to the case. You must log into
PACER before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must log into PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.

Logout- Allows you to exit from ECF and prevents further filing with your
password until the next time you log in.

Search- Searches the ECF dictionary and returns a list of all events that contain the

search term.

General Rules and Manipulations

Manipulating the screens
Each screen has the following two buttons:

. M removes all characters entered in the box(es) on that
screen.
. NeRt| o _Submit { occepts the entry just made and

displays the next entry screen, if any.
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Correcting a mistake:

‘ - -
613 https://ecf.ncmd.circd.den/cgi-bin/DisplayMenu.pl?Reparts

File  Edit View Favorites Tools Help

Use the ﬁ button on the browser toolbar to go back and correct an entry made
on a previous screen but not yet executed. Be aware that once the document is
transmitted to the court, only the court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain original signatures, or which require verification
or an unsworn declaration under any rule or statute, shall be filed electronically
with originally executed copies maintained by the filer. The filing party shall scan
the original affidavit, and then electronically file it on the System. See the
Electronic Case Filing Administrative Policies and Procedures Manual for
signature restrictions.

In the case of a stipulation or other document to be signed by two or more
persons, the following procedure should be used:

(a) The filing party or attorney shall initially confirm that the content of
the document is acceptable to all persons required to sign the document
and shall obtain the physical signatures of all parties on the document.

(b) The filing party or attorney then shall file the document electronically,
indicating the signatories, e.g., “/s/Jane Doe,” or “/sjohn Doe,” etc.

(c) If the filing party or an attorney believes a document with original
signatures has intrinsic value, the attorney shall retain the original
document until two (2) years after the expiration of the time for filing a
timely appeal of a final judgment or decree, or after receipt by the Clerk of
Court an order terminating the action on appeal.

(d) A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the

authenticity of the signatures themselves must file an objection to the
document within ten days of receiving the Notice of Electronic Filing.
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6. Civil Case Opening

New civil cases filed by attorneys shall be performed electronically using ECF (Electronic Case
Filing system). After successfully logging into the system, follow these procedures to open a
civil case. Once the case has been created, you will docket your initial pleading located under
Complaints, Other Initiating Documents.

New cases are deemed filed the day the Clerk’s Office receives the complaint and any
required filing fee. The complaint must be filed the same day that the case is opened;
otherwise the system will not process the new case properly.

To open a civil case:

Log into CM/ECF.
Select “Civil” from the selection bar across the top of the opening page in CM/ECF.

Select “Civil Case” directly below “Open a Case.” Selecting this will bring up the screen
below. Please note the case number will be issued automatically by the system. It is not
necessary to manually enter a case number. Fill in the following information on this
screen:

Figure 6.1

Criminal -

Open Civil Case

Office =| Case tvpe Iu:w' "I
Date filed: 6/4/2013

Lead case numher I

Association tyvpe I,&.ppeal ;l

Other court name I

Other court number |

JPAL number I

[T Related cases
Mext I Clear |

Office: Leave as NCMD.
Case type: Leave the case type as “cv” for civil case.
Case Number: Leave blank. System will assign a case number

after the case is created.
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Date filed: File date automatically entered by the system.

Lead case number: Leave blank. Case number will be entered by the
Clerk’s Office, if applicable.

Association type: Do not enter the association type. This is a default
setting and should always reflect “appeal.”

Other court name: Enter the court’s name only if the case is a Petition
For Removal, Transfer, Bankruptcy Appeal case, or
2255 Motion from another court.

Other court number: Enter the other court number only if the case is a
Petition for Removal, Transfer, Bankruptcy Appeal
case, or 2255 Motion.

e The screen shown below prompts you to enter information from the pleadings.
Figure 6.2

Criminal ~ Query Reports ~ Utilities ~ Search

Open Civil Case

Jurisdiction |3 (Federal Question) v
Cause of action L R e T T e P T T B T -- Filter e Clear filter
S — ] |
Origin | 1 (Driginal Proceading) -
Citizenship plainnff | e
Citizenship defendant | =
Jury demand |n iMong) _*_'| Class action |0~ Demand (S000)
Arbitration code | =] County | Alamance -
Fee status | pd (paid! =| Fee date [9/30/2011 Date transfer |
Jurisdiction: Enter the appropriate jurisdiction. (Why is this case filed
here?)
Cause of action: Enter the appropriate cause of action. (What is the case

about?) If the cause of action you are looking for is not
included in the list, contact the clerk’s office.
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Nature of suit: Enter the appropriate nature of suit. (What kind of case is

it?)
Origin: Enter the appropriate origin. (How did it get here?)
Citizenship of plaintiff: Enter citizenship information of the plaintiff, only if the

case is a diversity case.

Citizenship of defendant: Enter citizenship information of the defendant, only if the
case is a diversity case.

Jury demand: If a jury demand was requested in the pleadings filed, select
the party type that demanded the jury trial.

Class action: If seeking a class action, a separate motion must be filed
pursuant to Local Rule 23.1. Leave as “n.”

Avrbitration code: Leave the “Arbitration code” blank.

County: Enter the county of residence of the first-listed plaintiff in

the Middle District of North Carolina. If the U.S. is the
plaintiff in the case, enter the county of residence of the
first-listed defendant.

Fee status:

e fp (in forma pauperis) - to be used for any pro se, prisoner or Social
Security ifp case

¢ none (no fee required) - to be used for cases in which the United States is
the plaintiff and for 82255 motions

e pd (paid) - to be used when the filing fee has been paid in full. Please
follow Pay.gov credit card instructions when docketing a complaint.

e wv (waived)

Fee date: The fee date entered by the system. This is the same date
as the filing date.

Date transfer: Leave this blank.

Note: the system will verify the accuracy of combinations entered on the screen above.
For example, if an invalid Nature of Suit and Jurisdiction combination is selected, the
following screen will appear.
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Figure 6.3

Invalid Nature of Suit/Jurisdiction combination [160/1]. Valid Jurisdiction code(s) for
Mature of Suit [160] are [3,4,5,]

OK

¢ Next, you will be prompted to search for a party, as shown on the screen below. Enter in
ALL CAPS the party’s First and Last name and click on “Search”. If the party is a

business, enter full name, in ALL CAPS, with correct punctuation in “Last/Business
Name” field and click on “Search”.

Figure 6.4

Criminal = Reports = Utilities ~ Search Logout

Open Civil Case

Add Mew Party Create Case | Search for a panty
Callapse Al apand Al Lasl'BusliFlas-s [OHMEON :Ilrst r.'lldmlel _____
arme B ! Mame |
_Swarch |

Search Results

[JOHNSON, JANE =]
JOHMSON, JANE COLEMAN

JOHNSON, JOHN |
[JOHNSOMN, KARI LYMM
[JOHNSON, KENNETH M

[JOHNSON, LINDA S =]

Select Party | Craate Haw Party

e If the party's name is already in the district’s case database, it will appear under the

search results. Scroll through the list, if necessary, to find the appropriate party for
selection.
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e To scroll through the list, either left-click the up/down arrows, or left-click and drag the
button between the arrows.

e To select an existing party name from the returned names, highlight the name by clicking
on it, and click on “Select Party.”

Figure 6.5

EEC F Ciwil - Criminal - Query Reports ~ Litilities ~ Search

Adkd New Party Create Case Search for a party
g A " A Last | Business [~ oo First Middle
Expand Al Bare JOHMNSON i J G
Saarch

Search Resulis
EJ-':H?}F.’.‘-I-I JANE
|JOHMSON, JANE COLEMAN

| JOHNSON, JOHN

Select Party Create Hew Party |

If the party search results pick list does not return the proper party for selection, the message “No
Person Found” will be displayed. You will have to add the party to the district’s database by left-
clicking the “Create New Party” button. Select “Create New Party” and add the party name
exactly how it appears on the document in ALL CAPS.

Figure 6.6

Raparts = Utilithes = Smarch

Acid Mg Poorty Crosié Cass Search for o pamy
Cabgges 4l Emand 4 B 150 st T Hikie
[ i) Name
Yaarch
Search Resulrs
Sefnct Party Create Hew Party
Saasch rabaned fg ey Please Wy agin o cragle & miw paty
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e The party information screen will have additional name fields at the top if you are
creating a new party, rather than selecting a name already in the database.

Figure 6.7

= : : : ;
UE C F Civil Criminal Query Reports Utilitles Search Logout

Qpen Civil Case i

| ®

_ Agd Hew Party | _ Crestecase | Fariy nfonmation

- JOHN JOHNSON

Prisoner id Uit

Office

Addressi

N o e
g g [ e

State | 7in | Country |5

Prison -

Title: Leave this blank.
Role: Select the party’s role from the drop-down list.
Note: The role defaults to Select Role Type (-:pty).

Pro se: If this is a Notice of Removal, select whether the party is
pro se (representing himself.) If the party is pro se, please
add the address information in ALLCAPS.

NOTE: This field should be “yes” only if the party is legitimately pro se. Do not put
“yes” if the attorney is merely unknown.

Prisoner Id: Unless otherwise directed in this manual, always leave the
prisoner ID field blank.

Leave the contact information blank. Do not fill in address and phone number
fields.

Party text: Enter party text, if applicable. Note: Party text is
descriptive information about the party, (e.g. In his official
capacity, Commissioner of Social Security etc.) and will be
found in the caption of the initiating document.
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Click on the “Alias...” button to enter an alias for the party, if applicable.

Figure 6.8

BECF o cmon-

Add New Party | Create Case |
Collapse All Expand All
= JOHN JOHNSON pla.” &

Alias

é"ﬂorporate Parent or other affiliate 3

E"ul!utta:rrrmﬂ].' "3 _:l

Do not add a “Corporate Parent or other affiliate”. If a disclosure of Corporate
Affiliations is going to be filed, it will be at the time of filing the disclosure that the
corporate parent/affiliate will be added. Click on the “Add New Party”.

Search for the next party and repeat this process for each party involved. When all
parties are entered into the system, select “Create Case.”

NOTE: CM/ECF automatically adds you as an attorney filer. If you are filing a
complaint or a notice of removal, all additional attorneys making an appearance on behalf
of the plaintiff(s)/defendant(s) must electronically file his/her own notice of appearance
after the lead event has been docketed. The attorney who filed the complaint or petition
for removal will automatically be added to the case. If you are filing a petition for
removal, the Clerk's Office will add all plaintiff attorneys of record. The case is opened in
the system. The system will ask “Docket the lead event?” This includes any case
initiating document (e.g. complaint, notice of removal, motion for IFP, etc.) Please do
not convert your Complaint to PDF until you have added the case number that you
receive at the end of case opening. Add the case number to the complaint and all other
original pleadings to be filed and then convert to PDF. Answer “yes” to the question and
docket the complaint.

NOTE: If you are filing a Petition for Removal, please make each of the state court
documents a separate attachment to the Petition.

-22-



e If you are filing an Application to Proceed In Forma Pauperis (IFP), this will be the lead
document before filing the Complaint. Under the civil category, select “Motions” under
“Motions and Related Filings”.

Figure 6.9

Civil ~ Crimipal - Query Reports - Lilities -

| Start typing to find another event

Uvailable Events (click to select events) Selected Events (click to remove events)
1 - Exparte Docket Entry AMD Dacurnent - to be wsed OMNLY in l::| Application to Proceed IFF

1 - Exparte Document - to be used OMLY in conjunction with athe__|

Adaopt

Affirm the Dacision of the Cammissionar
Altar Judgmant

Amend

Amend Judgment

AmendiComect

Appeal In Forma Pauperis

AOeear

Eppoint

Appoint Counssl
Appaint Custodian
Appaint Expert -

Ilexl| Clear |

e Enter the civil case number.
e Select the filer.

e Check the box on the left of the screen for associations which should be created.
e Attach the PDF document.

e Modify the docket text, if necessary.
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Figure 6.10
EECF Ciwil - Criminal = Query Reports -

Search Logout

(Motions
1.11-cv-00006 JOHNSON v JACKSON

Docket Text: Modify as Appropriate.

APPLICATION to Proceed IFE] )by JOHN
JOHNSOXN, (attornevd, )

Mext | Clear

o After filing your IFP, then docket the Complaint by going under Civil-Initial Pleadings-
Service-Complaints, other Initiating documents-Complaint. If applicable, file the
Corporate Disclosure Statement as required by Rule 7.1 of the F.R. Civ.P. (A PDF
version is available on our website under the Forms tab).

*Note: When using the PDF interactive forms on our website, but sure that you print
them to PDF instead of saving them to PDF.

e Asageneral rule, if there are additional documents and they are separately captioned,
they should be docketed as separate events.

e Counsel should complete the summons in Adobe interactive format (located in our
forms directory at our website) and e-mail it to newcases@ncmd.uscourts.gov. The
Clerk’s Office will sign, date and seal the summons(es) and will e-mail them to the
attorney who initiated the action. Each summons should be printed for service. Attorney
filers will receive a NEF that summons have been issued.

NOTE: If a case cannot be filed electronically due to technical difficulties, please contact
the Clerk’s Office at 336-332-6000. Problems with the online credit card program
(Pay.gov) can be addressed by calling Pay.gov at 1-800-624-1373. If you are unable to
docket the complaint or notice of removal after two attempts in one hour increments after
10:00 a.m. that day, you may e-mail the complaint in PDF format to
newcases@ncmd.uscourts.gov. Please contact the Clerk’s Office at 336-332-6000
after doing so. Filing Users are cautioned that, in some circumstances, the Court lacks
the authority to grant an extension of time to file (e.g., Rule 6(b) of the Federal Rules of
Civil Procedure).
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7. Civil Events Feature - Filing Documents for Civil Cases

Registered filers will use the civil feature of ECF to electronically self-file and docket with the
Court a variety of pleadings and other documents for civil cases. A list of ECF documents are on
our website www.ncmd.uscourts.gov.

This section of the manual describes the basic steps that you need to take in order to file a single
motion with the Court. The process is consistent regardless of the event.

The basic steps to File a New Case are as follows:
1. Select the Type of Document to file - Civil Case (See Attorney Event Menu).

On the statistical screen, enter the case opening information.

2
3. Add/Create The Parties in the case. Parties’ names must be in upper case (CAPS).
4

End Party Selection. After all your parties have been entered, the system will
generate your new case number.

5. You will be invited to docket the “Lead Event” at the end of case opening. Please do
not convert your Complaint to PDF until you have added the case number (ex. 1:06
CV 345) that the system will give you at the end of case opening. Add the Case
Number to the complaint in the appropriate area and then convert to PDF.

NOTE: If you are filing a Petition for Removal please make each of the state court
documents a separate attachment to your Petition.

6. Select the Filer of the Document.

Note: The person filing the document electronically must also be the person whose
electronic signature appears on the document.

7. Create the attorney/party Association.
Select the Party that the filing is Against.
Specify the PDF File Name and Location for the document to be filed.

10. Specify Attachments to the complaint.
11. Modify the Docket Text as necessary.
12. Submit the Pleading to ECF.

13. Pay.Gov, a credit card payment program, will prompt the filer for filing fee
information and actual payment.

14. Receive the Notice of electronic filing.
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15. Docket Disclosure of Corporate Affiliations form, if applicable. (located in our
forms directory.)

16. Counsel should Complete the Summons in Adobe interactive format (located in our
forms directory at our website) and e-mail it to newcases@ncmd.uscourts.gov. The
Clerk’s Office will sign, date and seal the summons(es) and will e-mail it back to the
attorney who initiated the action. Counsel should Print the Summons for service.
Attorney filers will receive an NEF that summons have been issued.

17. If you have any questions during the docketing of these procedures please call
1-800-659-2212 or 336-332-6000 for assistance.

After successfully logging into ECF, follow these steps to file a pleading.

2 > 1
Criminal . Query . Reports . utilities . Logout ?

Select the type of document to file.

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your
filing. This section of the User's Manual describes the process for filing a Motion in
ECF. The process is similar for filing other pleadings in ECF.

Click on Maotions, under Motions and Related Filings.
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Figure 7.1

Criminal ~ Query
Civil Events
Open a Case Other Filings
Crvil Case ADE Documents
Discovery Documents
Initial Pleadings and Service MNotices
Complaints. Other Initiating Documents Trial Documents
Service of Process Appeal Documents
Answers to Complaints Other Documents
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Other Answers

Alotions and Related Filings
Motions
Fesponses and Feplies

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.

Figure 7.2

Criminal - Reports - Utilities -

Motions

| Start typing to find another event.
Available Events (click to select events) Selected Events (click to remove events)

Partial Summary Judgment - |Preliminary Ingunction
Permanent Injunction
Preciude

Pro Hac Vice Admission
Proceed In Forma Pauperis
Procead under Fictitious Mams

2assigr
Reconsideration —

Mext Clear ]
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For demonstration purposes, highlight Preliminary Injunction and click [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click
on each of the desired multiple forms of relief.

Enter the case number in which the document is to be filed.

A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click [Next].

Figure 7.3

EECF Civil ~ Crimiﬂal | Query

Motions

Civil Case Number

[1:11-cv-g|

Mext Clear

e If the number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click to re-enter.

e \When the case number is correct, click El .
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Designate the party(s) filing the document.

Figure 7.4

Select the filer.

Select the Party:

[JACKSON. JANE [dRt]
JOHNSON, JOMN [pis

Mext | Clear | NewFiler |

Highlight the name of the party or parties for whom you are filing the
motion. If you represent all defendants or all plaintiffs, you may select the
entire group by holding down the control key while pointing and clicking
on each party of the group After highlighting the parties to the motion, click [Next].

Note: All parties should have been added to the case when it was opened. If your party
does not appear, double check to make sure you are filing in the correct case. See the
section of this manual titled Add/Create New Party for more information.

Add/Create New Party.

In rare cases you may need to add a party to the ECF system. If the party you represent is
not listed in the “Select a Party” screen, click Add/Create New Party. The screen
depicted below will appear.
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Figure 7.5

Civil = Crimipnal = Quary Reports -

Legout
Motions

1:11-cv-00008 JOHNSOM v JACKSON

Select the filer.

Pick Filer
| Collasse A1 Expiand Al
#JANE JACKSON an Sebect thi: Party:
e [JACKSON, JANE [df]

JOHNSON, JOHN [pla]

Mext | Clear | MewfFiler |

You must first perform a search to see if your party has already been entered in the ECF
system. Type the first few letters of the party’s last name for an individual or the first
few letters of the company name. Although system searches are not case sensitive, this
district requires that all new parties be added in UPPER CASE format. Click [Search].

Figure 7.6

Civil = Criminal = Query Reports ~ Utilities = Search

Legout

Pick Fler Search for a party
Last | Bl
1 Frst |
Callapze Al Expand Al Business Hame | |
+JANE JACKSON o1 Nama ' .
AJOHN JOHNSON pla Search |

If a match is found, ECF will display a list of party names. If the name of the party you
represent appears in the list, click on it and then click [Select Party]. Review the party
information and select the party’s role in this filing. Click [Submit].
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Figure 7.7

Criminal = Query = Utiimies = Hesrch

hMotlons

101 ew QOCCE JO=RECH v A CH S0

Pk Fanr WRsieh fie @ ety
T Tt
Mugbiead WMDY D ! |

Crilanss Al Epin A
+ DML JACKSON

@ JOHN MOHTSOR gl

Fiiskika
Muins

Spsrch Aesuhs

Rl el
Caseh RLEes re  pLakE, Pease ty spe N caalE 3 raer puny
If a match is not found, or your party does not appear in the list, click [Create New
Party].

Note: Before adding a party, check your case number to ensure that you are
working in the correct case. Then, thoroughly search for the party’s last name or
the company’s name before adding a new record to the database.

Example of an incorrect search parameter: THE NORTH CAROLINA BAR
Example of a correct search parameter: NORTH CAROLINA BAR

NOTE: Incorrectly added parties will be periodically updated by the
systems administrator but may appear on your pick-list from time to time.
Always choose an existing party that is properly formatted over one that was
added incorrectly when presented with a list of possible matches.

Correct Example: JOHN W SMITH JR
Incorrect Example: John W. Smith, Jr.

e [For a company, enter the entire company name in the Last Name field. Choose the
appropriate Role from the drop down list. Click [Create New Party].

e For an individual, fill out the Last Name, First Name, Middle Name, Generation
and Title fields as appropriate. Choose the appropriate Role from the drop down list.
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Click [Submit].
e Leave all other fields blank.
Use the "Party text" field to add additional information to describe your party.

Information added to this field is case specific and will not be transferred to all cases in
the system using that particular party name.

Example:
Last Name Field = ABC CORPORATION
Party Text Field = A NORTH CARROLINA
CORPORATION
First Name Field = JOHN
Middle Name Field = H
Last Name Field = SMITH
Party Text Field = WARDEN
Figure 7.8
E-mail |
Party text |
Start date [5/28/2011 End date |
Corporation o -~ Notice | yes =
Add Party |

Click [Add Party].

Modifying Party Roles
It is important that the user select the correct party role when adding a new party. The
system defaults to "defendant (dft:pty)", and it is up to the user to change this designation
when applicable.
To change the "Role" field, click the down arrow and either use the mouse and the scroll
bar or the keyboard to move through the options until the correct party role is found.
Selections are in alphabetical order.

Once selected, the party type will appear in the "Role" field as shown in Figure 7.9:
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Figure 7.9
EECF Civil = Crimipal - Query - Utilities = Gearch

Legout

1-11-Cv-00006 JOHNSOMN v JACKSON
Pk Files Party Infarmation
Coflapse All Exmand Al Last name WENDY S Fir s naime
v JANE JACKSON an . r -
+JOHN JOHNSOMN @ls
Tintha
Rode | [eferadant (df piyl -]
Prose | lio -]
Prrignnn ke Lirsht

Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a
new Motions screen depicted below. ECF displays a field for locating and entering
the PDF file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and
users will be unable to retrieve and read your document from within ECF.

Figure 7.10

Criminal ~ Reports ~ Utilities -

111-ov- HMNS O v
Select the pdf document and any atrachments.

MAlain Document
Browse.. |

Attachments Category Description

L. | Browse -

et Clear

Click [Browse]. ECF opens the following screen.
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Figure 7.11
File Upload

Lok i | =3l FDF Fies = =i

File: manme: | | Open I
Filez of twpe: IHTML Filez j Cancel |

e Change the Files of type from:

7

Files of type:  [HTML Files il
to:

Wy
Files af lpe:

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse
click on [open]. Adobe Acrobat or Acrobat Reader will launch and open
the PDF document that you selected. You should view it to verify that it is
the correct document.

File Upload

Look n: | = PDF Files =l

Print I!

gl Addto Zip
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e Once you have verified the document is correct, close Adobe Acrobat and click
on the [Open] button. ECF closes the File Upload screen and inserts the PDF file
name and location in the Motions screen.

Figure 7.12
EEC F Ciwil - Criminal - Query Reports ~ Utilities - Search
Motions
11-cv- Ht I

Select the pdf document and anv attachments.

Main Document

{H:1 1 ové-Motion-Jahnson. pd Browse.. |

Antachments Category Deseription
1. .I-: 4088 Subpoena WPD Srg:-'-.'.'se iE:-:h bit =1 |-'-| Rermove
b j W3E | =] |

e [f there are no attachments to the motion, click [Next].

e If you have a Response Deadline, do not change or remove the date the system
defaults to. Click [Next].

e |f you have Attachments to your motion, you will select [Browse] on the screen
depicted above. Each exhibit to a motion, response or reply should be a separate
attachment. Click [Next] and proceed to the first step in Section 7, “Adding
Attachments to Documents Being Filed”.

e In the event you selected and highlighted a file that is not in PDF format, ECF
will display the following error message after you click [Next].
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Figure 7.13

Ciwvil - Criminal - Query Reports ~

1:11-cw-00006 JOHNSOM v, JACKSON

ERE.OR: Document is not a well-formed PDF document (no further information is available).

Error File: C: fakepath MDLTEANSto TN wpd

Submitted Entries

Filz Type Filename Category Description
Main Document C: fakepath 8-32TMDLTRANS pdf -

Attachment #1  C:fakepath MDLTRANStoTN wpd Exhibit A

e ECF will not permit you to select a file for your pleading that is not in PDF
format.

e Click [Back] and ECF will return to the Motions screen. Select and highlight the
PDF file of your pleading and proceed as before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecl-train.ned uscourts_gov - [JavaScript Application]

& Maote: ¥ou have not selected a document.

e If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.
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Adding attachments to documents being filed.

Remember that each exhibit to a motion, response or reply should be a separate
attachment.

NOTE: Please see Section K of the Electronic Case Filing Administrative Policies and
Procedures Manual for instructions on how to submit Proposed Orders for the Court’s
approval. All proposed orders must be submitted in a format compatible with
WordPerfect®, which is a “Save As” option in most word processing software.

e Click [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Category, click on the arrow and ECF opens a
pull-down screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a
clear and concise description of the attachment. Your filing will be considered
deficient if you do not perform this task.

e Click [Next].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format.
All attachments or exhibits in paper form should be scanned using a scanner and
appropriate software for the creation of files in PDF format when possible. Exhibits
may be scanned into one or more files (each less than 5 MB in size) and attached for
e-filing using the procedure outlined above.

Tip: Be sure your scanner is set to black and white for text (unless it is a
document that must be filed in color) and is set at a low image resolution,
before scanning documents. The Clerk’s Office is using a scanner resolution
of 300 x 300 in black and white mode.

Attachments or exhibits that cannot be scanned for e-filing and are allowed to be
submitted to the Clerk’s Office in paper format may be filed using the following
method:

E-file a notice of manual filing (event) indicating that certain attachments have not
been scanned and will be, instead, filed with the Clerk’s office. Print the resulting
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Notice of Electronic Filing (NEF), attach it to the paper exhibits, and submit it to the
Clerk’s Office. Paper attachments submitted in this manner will be considered filed
as part of the e-filed pleading.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

Linking Documents (Refer to existing event).
Some pleadings such as Briefs and Indexes should be “linked” to their related documents

in the case. When filing these and certain other types of documents, you will be
presented with the following screen.

Figure 7.14
EECF Civil ~ Crimipal ~ Query Reports ~

Other Documents
1:11-cv-00006 JOHNSON v_JACKSON

¥ Should the document vou are filing link to another document in this case?

Filed to |

Documents to

Next Clear

An “event” in CM/ECF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box and click [Next].
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_ Figure 7.15

Criminal ~

Other Documents

1.Cy-00008 JC SOt CKSOL

WSelecr the appropriate evenris) to which yvour evenr relates:

08232011 1 Second MOTION for Prelimmary Injunction fo Cease and Desizsr by JOHN
JOHNSON. Responses due by 916201 1 (Attachments: = 1 Exhibit A)
(attornay14, )

D8/23/2011 2 AdAnswer to 4 _ dmended Complaimi ANSWER. to Complaint bv JA™NE
JACKSON (attorneyid )

08/23/2011 3 COMPLAINT against JANWNE JACKSON, filed by JOHN JOHINSOTN.

(attornay7. )
M DE/23/2011 4 MOTION to Dismiss Complaint by JANE JACKSOMN. Responses due by

2/16:2011 (attorney?. )
MNext | Clear

Click the checkbox for the document you wish to link to and click [Next]. You must link
at least one document from the list. If you have arrived at this screen in error, click the
[Back] browser and remove the check from the checkbox before the question “Should
the document you are filing link to another document in this case?”” You will then be
able to continue moving through the event without linking to a document.

Note: Many events offer users the ability to link to other documents in a case.
When applicable, attorneys are encouraged to use this option as the linked
records aid the judges and court staff when reviewing the case record.

Modify docket text.

Figure 7.16
EECF Civil ~ Criminal ~
Motions

111 cv-00006 JOHMSOMN v JACKSOM

Query Reports ~

Utilities ~

Docket Text: Modify as Appropriate.

| MOTION for Preliminarv Injunction |
JOHNSON.

bv JOHN
esponses due by 9/16/2011 (Attachments: # (1) Exhibit A) (attornevld, )

[ewxt Clear
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Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

Figure 7.17

Ciwvil - Criminal - Query Reports - Utilities -

1:11.cv-00006 JOHNSON v. JACKSON

Docket Text: Modify as Appropriate.

|Second =] NIOTION for Preliminary Injunction |to Cease and Desist by JOHN
JOHNSON, Responses due by 9162011 (Attachments: # (1) Exhibit A) (attorneyv14, )

Mext | Clear |

Click in the open text area to type additional text for the description of the pleading.

Submit the pleading.

e Click [Next]. A new Motions window appears with the complete text for the
docket report.

e Review the docket text and correct any errors. If you need to modify data on a

previous screen, click the I esek button on the browser toolbar to find the screen
you wish to alter.
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Figure 7.18

Criminal = Query Reports - Utilities -

1.11-cy- 00006 JOHMNSON v, JACKSON

Docket Text: Final Text
Second MOTION for Preliminary Injunction to Cease and Desist by JOHN JOHNSON.
Responses due by 9M16/2011 (Attachments: # (1) Exhibit A){attorney14, )

Artention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
opportunity to modify this transaction if von continue.
Have von redacted?

Source Document Path {for confirmarion only):
C:fakepath 8- 54TMDLTRANS pdf  pages: 1
fakepath 8-547 MDL 1760 CTO 83 pdf  pages: 1

Clzar |

e Click [Next] to file and docket the pleading.

Note: The screen depicted above contains the following warning.
Pressing the NEXT button on this screen commits this transaction. You will
have no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous
screens by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.

Notice of Electronic Filing.

ECF opens a new Motions window displaying an ECF filing receipt.
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Figure 7.19

Utilifies - Learch

HMotions
L -oe00008 JOHMNSOMN v JACKS0MN

U.5. District Court

North Carolina Middle Diisirfer

Hotice of Elactronic Filing

[The following trensacricn was encersd by attomey (4, on 8232011 ar #:53 AN CDT and fled on 823 2011
Case Name: JOENSON v, JACKSOMN

Case Number: L1 D004

Filer: JOHN JOHNSO0N

Drocument Nambaer: |

Drocken Texn:
Sacond MOTION for Preliminary Injunction fo Cease and Desist by JOHN JOHMSOMN. Responses due by 8162011 [Attachments: # {1} Exhibit Aljattormeay4, )

W 11-cv-00004 Notice has been elecoronically madled o
priemevi€  ECF §ncmd.uscouns.gov

11 1-cv-00006 Notice will net be electromically mailed to:
Th= f.::lc'-'-.'lr._g docurmeetis] are gasociaied =tk this trensaction:
Document description= lam Document

Original flename:r 2

Electronic document Stamp:
ET AL M e im0 A WY MM s W0 8T TR K e TEO T A

e The screen depicted above provides confirmation that ECF has registered
your transaction and the pleading is now an official court document. It also
displays the date and time of your transaction and the number that was
assigned to your document. You should note this number on the document’s
PDF file.

e Select [Print] on the browser toolbar to print the document receipt.

e Select [Eile] on the browser menu bar, and choose Save Frame As...from
the drop-down window to save the receipt to a file on the hard drive of your
compulter.

Note: The Notice of Electronic Filing represents your Certificate of Service.
The Court strongly urges you to copy it to a file on your computer hard-drive,
print it, and retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the
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filer’s responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail
addresses to the Court. Individuals who receive electronic notification of the filing
are permitted one "free look” at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. If the
document is a sealed document, a party who has authorization to view the document
must re-logon to CM/ECF (not PACER) before viewing the sealed document. The
filer is permitted one free look at the document when they receive their Notice of
Electronic Filing for that filing. (It is suggested that you note the document number
assigned on your copy of the PDF file residing on your hard drive.). The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documents
to your hard-drive for future access. Subsequent retrieval of the case docket sheet
and pleading from CM/ECF must be made through your PACER account and is
subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice
of Electronic Filing to attorneys and pro se parties who have indicated they do not
have E-mail accounts.

8. Criminal Events Feature - Filing Documents for Criminal Cases

There are eleven basic steps involved in filing a criminal document:

a. Select the type of document to file (see Attorney Event Menu).
b. Enter the case number in which the document is to be filed.

c. Designate the defendant that the filing relates to.

d. Designate the party filing the document.

e. Specify the PDF file name and location for the document to be filed.
f. Adding attachments, if any, to the document being filed.

g. When attachments and documents are in paper form.

h. Modify docket text as necessary.

i. Submit the pleading to ECF.

J. Notice of Electronic Filing

k. Receive natification of electronic filing.

After successfully logging into ECF, follow these steps to file a pleading.
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Civil -« Criminal . Query . Reports . utilities . Logout ?

E

Select the type of document to file.

Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens displaying all of the events from which you may choose for
your filing. This section of the User's Manual describes the process for filing a
Motion in ECF. The process is similar for filing other pleadings in ECF.

Click on Motions, under Motions and Related Filings.
Figure 8.1
EECF Civil ~ Crimimal -

Criminal Evemts

Charging Instruments and Pleas
Plea Belate d Dacismernts

Alotions and Related Filings
Sdoricns
Responses smcd Fegilies

Orther Filings
Disconery Docunsents
WWarers
Sernvice of Process
INotices
Trial Procimmnens
Appeal Docmments
Crthier D acurnerts

Enter the case number in which the document is to be filed.

A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click [Find This Case].

Figure 8.2

EECF Civil Criminal

Motions

Criminal Case Number

I]-2_1:'| - Find This Case

Claar |
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Note: if the case number you are working on is 1:10cr245, you could enter the case
number in any of the following formats:

10-245

10cr245

1:10-cr-245

1-10-cr-245

1:10cr245

e |If the number is entered incorrectly, click [Clear] to re-enter. If the computer
prompts that you entered an invalid case number, click [Back] to re-enter.
e When the case number is correct, click on [Next].

Designate the defendant(s) that the filing relates to.

Figure 8.3

Crimipal - Query Reporns -~

Criminal Case Number
|1 10-cr-245-1 Hide Case List |
Select a case
C 1:10-cr-00245-W0 USA v. SEELEY et al (closed 04/21/2011) E
B 1:10-cr-00245-W0-1 JOSEPH WARREN SEELEY (closed 03/022011)
7 1:10-cr-00245-WO-2 STEVEN OBIOMA OGENMNE (closed 04/21/2011)

FMext Clear

Click in the boxes to place a check next to each defendant’s name that this filing
relates to. If it relates to all defendants in the case, check the box for “All
Defendants” and leave the other boxes unchecked. When finished selecting
defendants, click [Next].

Designate the party(s) filing the document.

CM/ECF User’'s Manual (April 2014) 45 North Carolina Middle District Court




Figure 8.4
EECF civil = Crimipal - Query Reports - il
Motions

1.10-cr-00245- W0 LSA v SEELEY et al CASE CLOSED on 0412172011

i Salect the filer.

!;.._I:_&uaﬂ_“ i i Empand &l
HUSA pla

#JOSEPH WARREN SEELEY (T) dn

H STEVEN OBIOMA OGENE (T) dft

Select the Party:

OGEME, STEVEHN OBIOMA (T} [dft]

Mext | Clear |

Highlight the name of the party or parties filing the motion. Click [Next].

Check the box on the left of the screen for associations which should be created, if
applicable and click [Next].

Figure 8.5

Civil ~ Criminal ~ Query Reports ~

1:10-cr-00245- WO USA v. SEELEY et al CASE CLOSED on 04/21/2011

The following attorneyv/party associations do not exist for the above case(s).

Pleaze check the box on the left of the screen for associations which should be
created.

If the association should wor be created, be sure the box is unchecked=

¥ JOSEPH WARREN SEELEY (ptv-dft) represented by JPC (aty) [T Lead ¥ Notice

Mext Clear

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.
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For demonstration purposes, highlight Suppress and click [Next].

Figure 8.6

Criminal - Query Repornts - utiiies. -

Search
Motions

1A0-cr- 00245 W0 USA Y. SEELEY ot al CASE CLOSED on 04/21/2011

Start trping to find anothet event.
Awailable Events (click to selact events)
Speedy Trial
Stalus Cordarance
Stay
E'.IF.LI alad Molan
Etnke

Selected Events {click to remene svants)
=] |Suppiess

Subpoena of Witnass M Gouernmien Expense
Substituta Akornay
Supplamen

Zupplamarz! Amandad Motior - Dafendat

Supplamerda’ Srandac Maotine - Goessrnment

o
Take Dapositan
Tamaorary Restraning Order E
Trarscript

Trarsfar Caza

Note: To select more than one motion, press and hold down the Ctrl key, and click
on each of the desired multiple forms of relief.

Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a
new Motions screen depicted below. ECF displays a field for locating and entering
the PDF file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST reside
in PDF format. Otherwise, ECF will not accept the document and users will be
unable to retrieve and read your document from within ECF.
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Figure 8.7

uECF Civil - Criminal - Query Reports - Utilities ~ Search

Motions
1:10-cr-00245- W0 USA v SEELEY ot al CASE CLOSED on 04/21/2011

Select the pdf document and any attachments,

AMain Docoment

[N\I0CR245-1-mation-suppress.pdf  Browss. |
Antachments Category Description
L. [t \Subpoena pdf Browse.. | [Exhiba =l A it
2.| Brawse.. | | =]
Mext | Clear |

e Click [Browse]. ECF opens the following screen.

Figure 8.8

Look in: | =3 PDF Files ] =i

Filz narme: | Open I
Filez of wpe: IHTML Files j Cancel |

2
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e Change the Files of type from:

Files of type:  [HTML Files =l

to:

Wy
Files af lpe:

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse
click on [open]. Adobe Acrobat or Acrobat Reader will launch and open
the PDF document that you selected. You should view it to verify that it is
the correct document.

=l

Select
@ Print
Li L

e Once you have verified the document is correct, close Adobe Acrobat and click
on the [Open] button in the lower right corner of the File Upload window. ECF
closes the File Upload screen and inserts the PDF file name and location in the
Motions screen.
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Figure 8.9

UECF Civil -~ Criminal - Query Reports - Utilities - Search

Motions
11 0-cr-00245- W0 USA v SEELEY ot al CASE CLOSED on 04/21/2011

Select the pdf document and any artachments.

Aain Docoment

[NI0CR245-1mation-supprass.pdf  Browsa. |
Attachments Category Descnption
L. {N\Subpoena. pdf Browse. | [Exhibi =l it
2| Browse. | | =]
Mext |  Clear |

e If there are no attachments to the motion, click [Next]. A new Motions window
opens.

e |f you have Attachments to your motion, you will select [Browse] on the screen
depicted above. Each exhibit to a motion, response or reply should be a separate
attachment. Click [Next] and proceed to the first step in Section 7, “Adding
Attachments to Documents Being Filed”.

e In the event you selected and highlighted a file that is not in PDF format, ECF
will display the following error message after you click [Next].
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Figure 8.10

EE CF Ciwvil - Criminal - Query Reports ~

[Motions
1:10-cr-00245- W0 USA v SEELEY et al CASE CLOSED on 04/21/2011

ERROR: Document is not a well-formed PDF document (no forther information is available).

Error File: C: fakepath Subpoena wpd

Submutted Entnies

| [File Twpe Filename Category [Description
Mam Document C: fakeepath 10CR245- 1 -motion-suppress_pdf |-

| Attachment =1 C-fakepath Subpoena wpd Exhibit A

[
Back

e ECF will not permit you to select a file for your pleading that is not in PDF
format.

e Click [Back] and ECF will return to the Motions screen. Select and highlight the
PDF file of your pleading and proceed as before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecl-train.ned uscourts_gov - [JavaScript Application]

& Mate: *fow have not selected a document,

e If you click [OK] from the screen depicted above, ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.
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Adding attachments to documents being filed.

Remember each exhibit to a motion, response or reply should be a separate
attachment. If you acknowledged the need to attach documents to your motion during
the previous step, a new Motions screen appears.

e Click [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Category, click on the arrow and ECF opens a
pull-down screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a
clear and concise description of the attachment. Your filing will be considered
deficient if you do not perform this task.

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

¢ Repeat the sequence for each additional attachment.
e After adding all of the desired PDF documents as attachments, click [Next].
e Accept the default response deadline and click [Next].

Figure 8.11

Civil - Criminal ~ Query Reports

Motions
1:10-cr-00245- W0 USA v SEELEY et al CASE CLOSED on 04/21/2011

Motion to Suppress

Response Deadline

Date ||1E| 27/2011 Calendar
Mext | Clear
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When attachments and exhibits are in paper format

All attachments or exhibits in paper form should be scanned using a scanner and
appropriate software for the creation of files in PDF format when possible. Exhibits

may be scanned into one or more files (each less than 5 MB in size) and attached for
e-filing using the procedure outlined above.

Tip: Be sure your scanner is set to black and white for text (unless it is a
document that must be filed in color) and is set at a low image resolution,

before scanning documents. The Clerk’s Office is using a scanner resolution
of 300 x 300 in black and white mode.

Attachments or exhibits that cannot be scanned for e-filing may be submitted to the

Clerk’s Office in paper format. Attorneys may present paper filings using the
following method:

E-file a pleading indicating that certain attachments have not been scanned and will
be, instead, filed with the clerk. Print the resulting Notice of Electronic Filing (NEF),

attach it to the paper exhibits, and submit it to the clerk. Paper attachments submitted
in this manner will be considered filed as part of the e-filed pleading.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

Modify docket text.

Figure 8.12

EECF Civil ~ Criminal - Query

Reports - Utilities ~ Search
Motions

1:40-cr-00245-W0 USA v. SEELEY et al CASE CLOSED on 04/21/2011

Docket Text: Modify as Appropriate,
R - | MOTION to Suppress

bv JOSEFH WARREN SEELEY.
Responses due by 10727/2011 (Atrachments: # (1) Exhibit A) (JPC, )

Mext | Clear
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Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

Figure 8.13

Criminal ~ Query Reports - Utilities ~ Search

Motions
1:10-cr-00245- WO UsA v SEELEY et al CASE CLOSED on 04/21/2011

Docket Text: Modify as Appropriate.

by JOSEPH WARREN SEELEY.

Click in the open text area to type additional text for the description of the pleading.

Figure 8.14
Civil - Criminal ~ Query Reports ~ Utilities ~ Search
Motions
1:10-cr-00245- WO USA v. SEELEY et al CASE CLOSED on 04/21/2011

Docket Text: Modify as Appropriate.

|Amended  *| NIOTION to Suppress |[Evidencel by JOSEPH WARREN SEELEY.
Responses due by 10/27/2011 {Attachefents: & (1) Exhibit A) (JPC, )

Mext Clear |
i il |

Submit the pleading.

e Click [Next]. A new Motions window appears with the complete text for the
docket report.

e Review the docket text and correct any errors. If you need to modify data on a

)

previous screen, click the ' Back putton on the Netscape toolbar to find the
screen you wish to alter.
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Figure 8.15

= S i = _ S
UE C F Ciwil Criminal Query Reports Utilities Search

Motions
1:10-cr-00245-°W0 USA v SEELEY ot al CASE CLOSED on 04/21/2011

Docket Text: Final Text
Amended MOTION to Suppress Evidence by JOSEPH WARREN SEELEY. Responses due by
10/27/2011 (Attachments: # (1) Exhibit A)JPC, )

Artention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
opportunity to modifv this ransaction if von continue.

Source Document Path (for confirmarion omly):
C:fakepath 10CR245- 1 -motion-suppress pdf  pages: 2
C:falcepath Subpoena pdf  pages: 1

Cen
e Click [Next] to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will
have no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous
screens by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.

Notice of Electronic Filing

ECF opens a new Motions window displaying an ECF filing receipt as reflected in
the example below.
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Figure 8.16

LEilities = Search Logout

LS. District Court

MNorih Carolina Middle District
Hodice of Electronic Filing

The following transaction was entersd by attormey7, on 82802011 &t 11:41 AW CDT and filed on 2222011

Case MNane: 54 +. JANES et al

Case MNumber: L -pg-00006-PTS

Filer: [t Mo_ 1 - ROBERT M. JAMES
Document Number: ?

Docket Text:

Amended MOTION to Suppress Evidence by ROBERT M. JAMES as to ROBERT M. JAMES, CATHERINE M. BELL. Responses due by 97212011
(Attachiments: # (1) Exhibit A} attorney?, )

1;11-mj-00006-PTS- 1 Notice has been electronically mailed to:
attormeyT  ECF@ncmd necoumrts gov
1:11-mj-00006-PTS-1 Notice will nothe elecironically mailed to:

EDWARLD RAMIREL

UNITED STATES ATTORNEY'S OFFICE
9434 ELIW 5T.

GREENSBORO, NC 27455

e The screen depicted above provides confirmation that ECF has registered
your transaction and the pleading is now an official court document. It also
displays the date and time of your transaction and the number that was

assigned to your document. You should note this number on the document’s
PDF file.

e Select [Print] on the browser toolbar to print the document receipt.

e Select [Eile] on the browser menu bar, and choose Save Frame As...from
the drop-down window to save the receipt to a file on the hard drive of your
compulter.

Note: The Notice of Electronic Filing represents your Certificate of Service.
The Court strongly urges you to copy it to a file on your computer hard-drive,
print it, and retain a hard copy in your personal files.
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e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the
filer’s responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail
addresses to the Court. Only attorneys of record in the case are able to view
pleadings in Criminal cases via the internet. Attorneys in multi-defendant cases
can only view, via the internet, those filings which relate directly to the party
they represent. All other pleadings may be viewed at the courthouse. If the
document was filed as a sealed document, and the filer granted access to applicable
parties at the time of filing, these parties would have to log into CM/ECF to view the
document. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. The filer is permitted one free
look at the document. The Court strongly urges you to copy the Notice of Electronic
Filing and pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from CM/ECF must be made through
your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice
of Electronic Filing to attorneys and pro se parties who have indicated they do not
have E-mail accounts.

9. Obtaining Information from CM/ECF

Query Feature

Registered participants should use this feature to query the Electronic Case Filing (ECF)
system for specific case information. To enter the Query mode, click on Query from the
Blue menu bar of ECF.
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EECF Civil + Criminal -« Reports Utiities + Logout o

ECF opens the PACER Login screen. You must enter your PACER login and password
before ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents. You
will be charged a fee to access documents, docket sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen
as depicted below. If you know the number that the Court has assigned to the case, enter
it in the Case Number field and click [Run Query]. ECF opens the query screen
depicted in Figure 9.1 below.

Figure 9.1

Criminal -+ Query - Reports « Utilities -« Logout

Query

Search Clues

Case NMumber |DD—1D1 (Examples: 99-500, 1:99cv500) Def Mumber I

or search by

Filed Date | to |
Last Entry Date I tgl
Mature of Suit U (zero) :I

110 (Insurance)

120 (Contract kMarine) =1

or search by
Last Mame | (Examples: Desoto, Des™)
First Mame I— Middle Mame I—
Type [ =
Fuun Cluery I Clear I

You may query the ECF database by the name of a party or an attorney to the case. Enter
the last name of the party in the appropriate field. If more than one person with that
name is in the database, ECF returns a screen from which to select the correct name
(Figure 9.2). If you click on the name of the party, ECF will open the query screen
depicted in Figure 9.3. If the individual is a party to more than one case, ECF will open a
screen listing all of the party’s cases. Click on the case number hyperlink and ECF opens
the query screen depicted in Figure 9.2 below.
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Figure 9.2

Criminal - Query Reports - Litilities -

Select A Person

There were 9 matching people.

SMITH (pry)
SMITH, ARNOLD T (pty)
SMITH, CHARLES JOHN (pty)

SMITH, JOAN (Pt
SMITH, JOHN (pey)

After querying the database by case number, name, or nature of suit, ECF opens
the Query window for the specific case you selected. See Figure 9.3.

You may also query a case by the nature of suit. You must enter a range for
either the filed date or the last entry date in order for the query to run. To search
for all cases of a certain type, use the date 1/1/1970 as the beginning “filed date".
When you run the query, if there is more than one case that meets those criteria,
you will get a screen similar to the one in Figure 9.2 for the person query, but
listing multiple case numbers for the case query.
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Figure 9.3

EECF Civil ~ Crimipal - Query Reports - Utilities - Search

1:06-ev-00470 SMITH v, SMITH
Date filed: 06192006
Date of last filiwg: 01232009

Query
Aliag
Aszociated Cases
Afttorney
Casze Fide Location
Casz= Summary
Deadilines Hearings..
Dockat Report
History Docoments ...
Party
Related Transactions
Status
View a Document

At the top of the window, ECF displays the case number, parties to the case, date that the
initial claim was filed, and date of last filing for the case. You may choose specific case
information from a large list of query options by clicking on the appropriate hyperlinked

name on the screen. The following paragraphs describe several of the available case-
specific query options.

Attorney

Displays the names, addresses and telephone numbers of the attorneys who represent
each of the parties to the case.

Case Summary
Provides a summary of current case-specific information as represented below.
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Figure 9.4

Criminal - UGlifies -

RCK & COMPANTY, INC

A TY, IR, ing

WALLACE W, DINON, refermal
Doate filed: 08 18 2003

Date terminated: [ 3

Date of Last filing: 11232003

L:05-cv-0072 4-J.-\B: -_H."ﬂ'D_J

I TY. IR, pre

Case Summary

Office: KCLID Filled: 08/1872005

Jury Demand: Both Demand:

Nature of Suit: 365 Camse: 28:1332 Diversity.Product Liahility

Turisdiction: Diversity  Disposition: Transfer Remand - MDL Transfer

County: Durkem Terminated: 1121 2005

Owrigin: I Reopened:

Lead Caze: Nene

Related Caze: Nome Dther Comrt Case: MNone

Dref Custady Status:
Flags: 18R4 CLOSED

Plaindff: JOHEN JOHNS0N represented by JOT BHYNE WEEB

Defendant: MERCK & COMPANY, INC, represented by CEVSTAL BOWIE BAKER. Phone::

Defendant: MERCE & COMPANT, INC. represented by CHEISTOPHEFE. J. BLAKE FPhone:
Fax: S18.877-3141

Deadlines/Hearings

This screen allows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen depicted on the next page.
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Figure 9.5

EE C F Civil = Criminal .

Deadlines/Hearings

Sort by [T RN -

a|la

I Pending deadlines hearings
I Tesmanated satsihied deadines hearngs

il Hun D!.;E:':,: . | Clear |

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.

Figure 9.6

1:10-cv-00587-UA -PTS FRANK LILL & SON, INC. v. CARTER & BURGESS, INC
UNASSIGNED, presidng
P. TREVOR SHARP. referral
Date filed: 07292010
Date of last filing: 08022011

Deadlines/Hearings
D?t' DeadlineHearing ETH" Due/Set  Satisfied Terminated
No. Filed
P Answer 08/25/2010 |09/06/2010
1 D Answer due 07/29/2010 | 09/06/2010

|ca

i? Response Deadline | 09/07/2010 | 10/01/2010

=
b=

@ Response Deadline | 107122010 | 11/12/2010

19 | Reply Deadline 1171272010 | 11/729/2010

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.
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Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Figure 9.7

Docket Sheet

Case pamber 1 11-cv-00006

* Filed Jr—

|
| to |
¢ Emtered i
Decuements to |
Include: Document aptisns:
¥ Parties and counsel T Wiew omultiple documents

» Terminatad partiss

AR Format:
List of maniber casss

* HTML {unpaginsted}

I Limks to Notices of Electrona: Filing |, G
F (pagimeis i

Seort by | Oldest date first -|

Run Report | l'_:IF_-arE

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire
docketing report. Place a checkmark in the box Links to Notice of Electronic Filing if
you wish to view them from the docket sheet. After you have selected the parameters for

your report, click [Run Report]. ECF will run your custom docketing report and display
it in a window as depicted below.
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Figure 9.8

EE C F Civil = Criminal ~ Query Repaorts - Utilities - Search Logout
Date Filed #  Docket Text "]
06192006 J 1  COMPLAINT against CHARLES JOHN SMITH (Filing fee § 330.), filed by ARNOLD T SMITH (student], ) (Entered:
06/19/2006)
06192006 W2 COMPLAINT against CHARLES JOHN SMITH, filed by ARNOLD T SMITH (student], ) (Entered: 06/19/2006)
01/23/2009 3} 3  Bankruptey Record on Appeal filed (Part 1. Transmitting copy of docket sheet. The Bankruptey Court hereby certifies

that this is a true and accurate copy of the docket on file. (Attachments: = 1 131-Notice of Appeal) (Welch, Kellv)
(Entered: 01/23/2009)

01232009 4  Bankruptey Record on Appeal filed (Part 2). Transmitting Appellant Designation and Appellee Designation. if applicable.
The following documents will be comventionallv sent to the District Court: (Attachments: = 1 138-Appellee’s Designations,
£ 1 120-Motion for Summary Judgment, # 3 122-Response to Motion for Summary Judgment, £ 4 128-Order on Motion
for Summary Judgment) (Welch, Kelty) (Entered: 01/23/2009)

01/23/2009 5 Bankrupicy Record on Appeal filed (Part 1) Transmitting copy of docket sheet. The Bankmuptcy Court hereby certifies
that this is a true and accurate copy of the docket on fle. (Attachments: # 1 131-Notice of Appeal) (Welch, Kelly)
(Entered: 01/23/2008)

The document numbers in the middle column are hyperlinks to PDF files of the actual
documents. Place your pointer on the button next to the document number and click to
display the Electronic Notification Report for the document.

History/Documents

This selection queries the database for case event history and documents associated with
the case. After you click on the History/Documents hyperlink, ECF opens the screen

depicted in Figure 9.9. You may select the sort order for the query report and choose to
display all events or only those with documents attached. ECF also offers you the option
to display the docket text in the report.

Figure 9.9

EECF Civil - Criminal - | Query Reports -

History/Documents

* All events (history)
T Onl events with decuments

[ Display docket text

Sort h3—|0:le£lda1e first =i

Run Queny | Clear |
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After making your selections, click [Run Query]. ECF queries the database and
builds your report. Figure 9.10 below depicts a portion of a History/Documents
report. This particular report lists all of the events and documents associated with the
case in reverse chronological order. It also displays the docketing text for all
docketed events.

Figure 9.10

1:11-cv-00148-WO -WWD RENEAU v UNITED STATES OF AMERICA
WILLIAM L. OSTEEN JR., presiding
WAILLACE W_DIXNON, referral
Date filed: 02/14/2011
Date terminated: 6272011
Date of last filing: 07072011

History
Doc. e Private Tvpe Docket
D Dre: .
No. - e Event Subtvpe Part ID
Filed: 02/14/2011 P Application to Proceed IFP mobion 5
1 Eir 02/28/2011 applifp
=~ Ter 02/28/2011
03/23/2011
. ([ Filed: 02/14/2011 ¥ Petition for Writ of Habeas Corpus cmp 7
= | Enterved. 0382011 pwrithe
Filed & Enreved: 02282011 -ase Referred for Screening udlity 9
Terminared: 06/27/2011 SCTEEn
Filed: 02282011 P Case Assigned Reassl ity 18
Entered 030172011 csasen

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF is
similar to what has been described above.

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting
the Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in
Figure 9.11 below.
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Figure 9.11

ECF SL Criminal ~ Query Reports ~

Reporis

Docket Sheet Criminal Reports Civil and Criminal Reports
Criminal Cases Calendar Events
Civil Reports Written Orpindons
Civil Cases
Judgment Index

Docket Sheet

Click on the Docket Sheet hyperlink in Figure 9.11 above and ECF will open the docket
Sheet report query window depicted below in Figure 9.12.

Figure 9.12

Ec F civil - criminal - Query

Docket Sheat

Case number |1 05-cv-00270

“ Filed | [
I~ Entered ' fai
Documents S ta |
Inclade: Document oprions:
~ Parties and counsel View muluple documents
¥ Termmated parties
I List of member cases Format:
I Links to Notices of Electrondc Fiing = HIML (umpaginated)

" PDF {pagmated)
PR e j

Run Rapart | Clear

This is the same query window that ECF displayed when you selected Docket Report
from the Query feature (Page 62). Enter the case number for your docket sheet in the
Case Number field. Select parameters for the remainder of the data entry fields and
click [Run Report]. ECF will display a full docket sheet for the case you selected. See
the Query feature section of this manual for a depiction of a partial docket sheet report.
If you do not need a complete docket sheet, you can narrow the query using the date
filed/entered fields. ECF also offers various sorting options from the Docket Sheet query
screen.
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Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to
locate cases electronically filed within a specific date range, or by Nature of Suit and
Cause Code. When you click on the Civil Cases hyperlink, ECF displays a query screen
as depicted below. (Figure 9.13)

Figure 9.13

Civil Cases Report

Warning: This report is not subject to the 30 page hilling cap.
You will be billed for the tetal number of pages. If vou want te run 2 report for 4 single case, vou can use the Query Menu or the Docket Report,

Office N:! Case type w‘ Nature i‘
' | Cral (3 rpr— =

| Greensbarg =

| e - ] | - - A A "
|MEMD | |Forma Paupens Pending 'J 110 {Insurance) *J

Cause

|0 {Neo cause code entered)
|02:0431 {02:431 Fed_ Election. .} '_|

e _El . _E\ 7o
| EE—— B CAEEE
| Divarsity 134G Terminal digitiz) r I K R o
|Fedaral Quastion =] |18B4 [=] Closed cases

Filed [1/4/2003 b {or7/2011
Sart by | Case Number x| -] -

Ouipat Format + Farmatted Display
" Data Only

Rum Report i Clear

Enter the range of case filing dates for your report and select a Nature of Suit or Cause
Code, if you wish to narrow your search. If you leave all fields blank, ECF will display a
report for all cases opened in ECF. This picture depicts part of a report of all cases filed
in ECF at the U.S. District Court from 1/1/2008 to 9/7/2011.
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Figure 9.14

Civil Cazes Report

U5, District Court - North Carolina Middle District
Filed Repart Period: 1/1/2008 - 9772011

Cage Number/ Cane Daten Days

Tiele Pending Notes

1-08-cv 00001 Cama filad 082002004 745 Canze Mo cause cods sptersd
v, adfi MO8 441 Crel F.IET!'.'E-' '-'.::'.nf

rrigm Federal Chasstion
exialr: Unassigned
mred Defendant

=y

LS ey OG0 Cora filed 10:19200 588 Caete: 28:1331 Fad. Qruastion: Breach of Contract
v. CAT et al NOE: 190 Contract: Other
Offiee: MWD
5 rtigm Faderal Qoestion
Frosicder: L'rqﬁls-nt:l.
Jury demnd’ Toone

L8 ev.J0003 Coara fifed 10019204 5% Catere: 28:1331 Fad. Cusstion: Breach of Contract
MOUSE v. CAT NGE: 190 Contrazt: Other
Offfee: MCMD

Jurizdietian Fadaral Qhasstion

=]

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on a particular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.

10. Special Procedures

Removals
When removing a case from state court, you should:

1) Scan any state court documents being filed that do not exist in electronic
format and with a maximum size of 45 pages. Documents larger than that
shall be broken down into sub-parts. Each document should be scanned
separately. Any state court document which is 45 pages or longer and
which would have to be scanned should be treated as a lengthy exhibit.

2) Also provide the clerk with a paper copy of the notice of removal, civil
cover sheet, and any state court documents filed.
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Return of Service

When an executed summons or waiver of service is docketed, CM/ECF will
automatically enter the date an answer is due based upon the date party was
served. The default settings are 21 or 60 days as to the USA. If the case is one
where a different amount of time in which to answer is permitted by statute, rule
or court order, the date set by CM/ECF may not be accurate. If the date of service
is not entered correctly, the date set by CM/ECF will not be accurate. It is the
date an answer is due under a statue, rule or order that controls. Reliance upon
the date set by the system does not excuse a late filing.

The following variations to the basic steps of electronic filing will occur when
you are filing an executed return of service:

A return of service should be filed by counsel, not submitted directly to the Court
by a private process server. The only occasion when a return is filed directly with
the Court is if the U.S. Marshal was directed to make service.

A return of service is almost always in paper format and will need to be scanned.
It is the responsibility of the filing party to maintain the original paper version at
least until the conclusion of any appeal or expiration of the time for filing an
appeal. The original paper version must be made available for inspection at the
request of the Court or any other party.

If you are filing a return for a party who was served with a 21-day summons,
choose “summons returned executed” from the drop down menu. If you are filing
a return for a party who was served with a 60-day summons, choose “summons
returned executed as to USA” from the drop down menu.

Figure 9.15

Hugrts ™ Dbl ™

Service of Process

Start typnz s fird angther svert
Svailable Events {zkk o swszi avente) Saledtnd Eventa (ckck Lo vnares wvala]
o =] [Summans Relurned Exccuted

0
Lcknmsladgmant of Sa
afidawt of Serire
Afidast of Zerace o Japoeiian Subpeana

Aldasil ol Zervice o Grsnment

Ceifizme of Servce

Declaation of Froof of Senice

Reques for Waiver of Sanice

Satum of Sandra ber-2aty

Saraca Hebornad on Faica

Sarica by Poayicalion

Subpuena

Summors Relurmed Execuled

Summans Retured Execuled as 1o 134

Summaons Ralurmed Unaxacubsd ;I

Hext Clear
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e After selecting the party on whose behalf you are filing, you will be prompted to
select the party who was served.

Figure 9.16

Service of Process:
111000005 JOHMSON ¥ JACKSON

WARNING!H service has been made on an individualientity other than a named defendant please enter that infermation
in the text bax for the decket entry. Do not add them as a party to the acrion,

Typ= of retam |

Name of person served

Pick Party | Select the party SERVED
c;llagse -l| Expand All Selectthe Party:  OR Select & Group:
I+ ! .
e [JOHNSOMN, JOHN [pla) i
[EANE IAERTI JACKSON, JANE. [dt]  Ho Group
5 Al
Defendanis
" Al Praintitts

e You will be prompted to enter date of service.

Figure 9.17

EECF Civil - Criminal - Query

Service of Process;
1.17-cv-00006 JOHMSON v JACKSON

Enter date served and date answer 15 due
Party Claim Date served Date answer due

JANE JACKSON - Complaine(fil=d 08/23/2011) |55:2011] |

e You should not enter the date the answer is due. Click [Next] and proceed as you
would to file any other document.

Answers

If you are a registered CM/ECF user, you may electronically file an answer in a
civil case that is subject to electronic filing. If you are not yet a registered user,
you may file an answer by submitting a PDF version of the answer. To
electronically file an answer follow the steps below.

Step 1: Log into the CM/ECF system and click on Civil on the main menu bar.

Step 2: The system will display the Civil Events screen. Click on Answers to
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Complaints.

Step 3: You will be prompted to enter the case number of the case in which the
answer is to be filed. After entering the number click Next.

Step 4: The system will display the select filer screen.

Fig_]ure 9.18

Answers to Complaints

(1 11-cy-00006 JORMSOM v JACKSON

¢ Pick Filer Lelect the filer.
Collapsa &l Epanaal :
+JANE JACKSON an Select the Party:
©JOHN JOHNSON sia JACKSON, JANE [

JOHHSTN, JOHH pla]

rJaxtl l:.'lgarl Hewr Filer |

Click on the name of the party on whose behalf you are filing the answer. If you
are filing on behalf of more than one party, you may select multiple parties by
holding down the control (Ctrl) button while clicking on the parties. Once the
party or parties has been selected, click on Next.

Step 5: If this is the first document you have filed in the case, you will be
prompted to electronically enter your appearance via the create attorney/party
association screen.

Figure 9.19
EECF Civil = Criminal = Query Reports ~

Answers to Complaints
11:11-cw-00006 JOHNSON v JACKSON

The following attorney/party associations do not exist for the above case(s).

Please check the box on the left of the screen for associations which should
he created.

If the association should not be created, be sure the box 1= unchecked=

[+ JANE JACKSON {pry.dit) represented by attomeys (aty) ¥ Lead # Notice

The screen displays the names of all parties on whose behalf you indicated you
were filing the answer. To enter your appearance, click on the boxes in front of
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the name(s) of the party(ies) you are representing and then click [Next].

Note: You cannot enter the appearance of an attorney other than the one whose
login and password is being used. If a party is represented by more than one
attorney who is a registered ECF user, all additional counsel who want to be
associated with the case will electronically file his/her own notice of appearance
by using his/her assigned login and password.

Figure 9.20

E C F Clwil ~ Crimipal - Query Reports ~

Answers to Complaints
1:11-cv-00006 JOHNSON v JACKSON

Include Date = Doclet Text
v 08232011 3 COMPLAINT against JANE JACKSON, filed by JOHN JOHNSON
(attorneyT, )
Mext | Clear

Step 6: The system will display the complaint selection screen. This screen lists
the docket entries for all complaints, counterclaims, cross-claims and third party
complaints for which an answer is still due.

Click the check box next to the pleading that you are answering, and then click
[Next].

Step 7: The system will display the select document screen. Select your PDF
answer as detailed supra and click [Next].

Step 8: The system will prompt you to indicate whether the answer includes a
counterclaim, cross-claim, or third party complaint. It will show you whether any
other parties have requested a jury trial. 1f you wish to request a jury trial, you
may do so in Step 11.

Figure 9.21

gEc F Civil ~ Criminal ~ Query

Answers to Complaints
1:11-cv-000068 JOHNSON v JACKSON

I~ Dioes this filing inclnde a counterclaim 7 (If ves, click on the box)
I™ Does this filing inchode a eross-claim 7 (If ves, click on the box)

™ Does this filing inclode a third-party complaint? (If ves, click on the box)

Mext Clear
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If your answer includes a counterclaim, cross-claim, or third party complaint,
click on the appropriate check box(es). If the answer does not include any of
these, leave the check boxes blank. Then click [Next].

Step 9: If you checked that you are filing a counterclaim, cross-claim, or third
party complaint, you will be prompted to select the party against whom you are
filing.

Figure 9.22

el - Sriminal = Grary Hoports - Uraitias -

Saareh Lesgoust
L3100 JHEH v JLCk 00
Fick Pary | Lalact froem the Tollzwieg lisothe pampla) egalnn
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If you are filing against a party already in the case, select the party from the list
and click [Next]. If the party is not on the list, click [Create New Party].

Step 10: When creating a new party you will first be prompted to search the
system for the party. Note: A party not already in your case may be in the system
because they were a party to an earlier action.

Figure 9.23
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If the party is a person, type in his or her last name. If it is a business or other
entity, type in the name.

Helpful Hint: You do not have to enter a full name. Typing the first few letters
will bring up a list of all names in the system that begins with those letters.
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If the name you typed in matches any names in the system, the next screen will
display a list of the names that match.

Figure 9.24
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If the name of the party you wish to add is on the list, click on their name to
highlight it and click [Select Party].

If after searching for a party the system finds no matches or no one on the list

matches the party you wish to add, click [New party]. This will bring up the
party information screen.
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Figure 9.25
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The system will automatically fill in the last name field with the name for which
you searched. If the party is a person, fill in his or her first name. If the party is a
business, agency or other entity, do not fill a first name. Put the full name of the
business or other entity in the last name field. Do not fill in an address, phone
number or e-mail address for any party.

As a default setting, the system lists the role of a new party as defendant. If this is
not correct, click on the down arrow at the right of the role box. This will bring
up a drop down list of the various party types.

Scroll through the list until you find the correct party type and click on it and click
[Submit].

You will then be returned to the select party screen.
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Figure 9.26
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Select the party against whom you are filing by clicking on their name and click
[Next].

Step 11: You now have the opportunity to update the jury demand information.

Figure 9.27
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Answers to Complaints
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Select “yes” or “no” and click [Next].

Step 12: The system will display the text of the docket entry that will be made.
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Figure 9.28
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Step 13: The system now displays the final warning screen. If you are satisfied
with the entry, click [Next].

Step 14: If you added a party for whom a summons must be issued, do not
electronically file the summons. Counsel should complete the summons(es)_in
Adobe interactive format (located in our forms directory at our website) and e-
mail it to newcases@ncmd.uscourts.gov. The Clerk’s Office will sign, date and
seal the summons(es) and will e-mail it back to the attorney who initiated the
action. Counsel should print the summons(es) for service. Attorney filers will
receive an NEF that summons have been issued.

Cross-claims, Counterclaims, and Third Party Complaints

The system allows for the filing of cross-claims, counterclaims, and third party
complaints as separate documents. To file these documents, follow the general
instructions in section 3 and if you are adding another party, the instructions for
adding parties in add/create a new party (pg. 29).

Disclosure of Corporate Interest

To file a Disclosure of Corporate Interest, click on Other Documents, and choose
Disclosure of Corporate Interest from the drop down menu. You will have the
opportunity to add language after you attach your disclosure.

Motions

To file a motion follow the general filing instructions in section 7. You may only
file a multi-part motion for a motion to dismiss or in the alternative motion
for summary judgment. This is accomplished by holding down the control
(Ctrl) key while selecting the names of more than one motion from the drop down
menu.
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Exhibits, motions/documents needing permission of the Court for filing and
proposed orders should be filed as attachments to the motion.

Motion for Leave to Amend

When filing a motion for leave to file an amended pleading, the proposed
amended pleading should be electronically filed as an attachment to the motion
for leave to file amended pleading. If the motion is granted, you should then file
the amended pleading in the system.

Exhibits

Exhibits should be filed as attachments to the document to which they relate. See
Section K of the Electronic Case Filing Administrative Policies and Procedures
for information on filing attachments. Each exhibit should be a separate
attachment in PDF format. An exhibit that exists only in paper format should be
scanned. The 45-page limit is per exhibit, it is not cumulative. Larger documents
should be broken into sub-parts. For example, Exhibit 7 Part 1, Exhibit 7 Part 2,
Exhibit 7 Part 3, etc.

If you are filing a transcript as an exhibit, you can convert it to PDF by opening it
using your word processing program, and then converting it to PDF using
whichever method you normally use.

Proposed Orders

If you are submitting a proposed order along with a motion, the proposed order
should be emailed to the appropriate District Judge or Magistrate Judge. Please
see the Electronic Case Filing Administrative Policies and Procedures Manual for
details. It is very important that the proposed order be a separate WordPerfect
compatable document. If you are submitting a proposed order without a motion,
for example a joint proposed confidentiality order, from the Main Civil menu
choose Notices, and click on Notice (other) on the drop down menu.

Responses and Replies

To file a response to a motion or a reply to a response, follow the general filing
instructions in filing documents choosing Responses and Replies from the main
civil menu.

After you select your document, the system will show a list of all pending
motions and prompt you to check which motion(s) your response or reply relates
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to. Click on the applicable box(es) and continue as you would for filing any
document.

Certificate of Service

When you are required by statute, federal or local rule to serve a document, other
than original process, on a party who is not a registered CM/ECF user, you are
required to serve it in accordance with Fed. R. Civ. P. 5, and to electronically file
a certificate of service with the Court. The certificate of service may be filed as a
part of the document or as a separate document.

a) As a Part of the Document - Before converting your document to
PDF and filing it electronically, check to see which parties will not be
electronically noticed. Click on Utilities, Mailing Info for a Case, and
enter your case number. The system will show who will be electronically
noticed and who will not. You can copy and paste the names of the parties
who will be electronically noticed to a label maker.

Add a traditional certificate of service to your document, stating
specifically whom copies were mailed to (or served by other means). It is
not sufficient to state that copies will be mailed to any party not
electronically noticed. Then file your document as outlined in Section E
of the Electronic Case Filing Administrative Policies and Procedures
Manual.

b) As a Separate Document - If you do not know that a party will not be
electronically noticed until after you file your document and see the notice
of electronic filing, you can create and file a separate notice of service. A
sample certificate of service is contained in the Electronic Case Filing
Administrative Policies and Procedures Manual forms’ section.

Create a certificate of service in your word processing program and
convert it to PDF. To file the certificate of service, click on Civil, Service
of Process, and choose Certificate of Service from the drop down menu.

Appeals

1) Filing - A notice of appeal should be filed electronically as is outlined In Filing
Documents for Civil Cases at page 25 and for Criminal Cases at page 43. It is not
necessary to provide the court with paper copies of the certificate of service on the
parties. The electronic notice constitutes the copy the clerk is required to serve
under Fed. R. App. P. 3(d).

2) Fees - If you are filing a motion for leave to appeal in forma pauperis, it should be
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electronically filed immediately after filing the notice of appeal. If you are paying
the fee, it must be remitted to the Clerk’s office within 24 hours (excluding
weekends, holidays, and days the court is closed) of filing the notice of appeal.

3) Briefs - If you are appealing to the United States Court of Appeals for the Fourth
Circuit or to the Federal Circuit, do not electronically file copies of your brief with
this court. Briefs may be electronically filed with this court only in cases where the
appeal is to a district judge.

4) Filing an Electronic Appendix for Appeals from NCMD to
Fourth Circuit Court of Appeals

a) Overview

The United States Court of Appeals for the Fourth Circuit requires counsel to
file the appeal appendix in electronic form. For cases filed in the Middle
District of North Carolina, attorneys can create an appendix in CM/ECF from
the district court docket. This feature will enable attorneys to electronically
select and add specific docket entries to your appeal appendix. These
documents will then be included in your appellate filing. Please note that, in
order to create an electronic appendix, users must log in to district court
CM/ECEF to utilize the Create Appendix functionality. PACER users do not
have access to “Create Appendix”.

To begin this process, a "Create Appendix" box (highlighted) should be
selected when generating a docket sheet (see Create Docket Sheet screen shot
below). When the "Create Appendix" box is selected, you will be given an
opportunity to select the appropriate documents and download the appendix in
PDF format. Listed below are CM/ECF user procedures for creating the
appendix within NCMD CM/ECF. We have also added a link at the end of
this section that takes a user to the Fourth Circuit’s Electronic Appendix
Instructions to create and file an appendix in appellate CM/ECF. This requires
the filing attorney to login to Appellate CM/ECF via his/her PACER account.

b) Creating An Electronic Appendix From the District Court Docket
1. Log into the NCMD CM/ECF application.

2. Select Reports.

3. Select Docket Sheet.

4. Enter the district court case number.
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5. Select Find This Case. If more than one case is returned, select the
correct case.

6. Under document options, select Create Appendix.

EE c F Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search
Docket Sheet
[Case mumber 11123 | | RN
" Entered to
Documents I to I
Include: Document options:
¥ Parties and counsel W Include headers when displaving PDF documents
¥ Terminated parties [ View muttiple documents
¥ List of member cases [ Create Record on Appeal
[¥ Restricted entries | Create Appendx ||

¥ Links to Notices of Electronic Filing
Abridged docket report:
[ Create abridged docket report

Format:
& HTML (unpaginated)
¢ PDF (paginated)

Sort by I Oldest date first 'l
Run Report | Clear | I™ Make these options my default.  Schedhle this to run | =

B R A A A O A I,

7. Select Run Report.

8. The docket sheet will open.

9. Select the documents for the appendix by checking the box next to the
docket number.

10. After selecting all appendix documents, you can rearrange the order of
the documents by entering numbers in the Sort Order column.
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Date Filed # | clear Order Docket Text
08/31/2009 Q1 |[F | INDICTMENT as to XAVIER TROUMONE MARTIN (1) count(s) 1. (Lapira, Sharon) (Entered: 09/01/2009)
09/01/2009 @2 | I Arrest Warrant [ssued in case as to XAVIER TROUMONE MARTIN. (Lapira, Sharon) (Entered: 09/01/2009)
09/18/2009 e I I Arrest of XAVIER TROUMONE MARTIN on 9/18/2009. (Boden. Barbara) (Entered: 09/18/2009)
09/18/2009 Q I Minute Entrv for proceedings held before MAG/JUDGE DONALD P. DIETRICH Initial Appearance as to XAVIER
r TROUMONE MARTIN held on 9/18/2009. Proceedings Recorded (Tape 209D-61.) (Garrett, Kim) (Entered:
09/21/2009)
09/18/2009 * B I Oral Motion Re: Detention by USA as to XAVIER TROUMONE MARTIN. (Garrett, Kim) (Entered: 09/21/2009)
09/18/2009 @3 r I ***SEALED FINANCIAL AFFIDAVIT by XAVIER TROUMONE MARTIN (Garrett, Kim) (Entered:
09/21/2009)
09/18/2009 @4 r I WAIVER of Right to Appointed Counsel by XAVIER TROUMONE MARTIN for initial appearance only. (Garrett,
Kim) (Entered: 09/21/2009)
09/18/2009 @5 E | ORDER. appomting WILLIAM C. INGRAM for XAVIER TROUMONE MARTIN. Signed by MAG/JUDGE
DONALD P DIETRICH on 09/18/09. (Garrett, Kim) (Entered: 09/21/2009)
09/18/2009 D6 | ORDER SCHEDULING ARRAIGNMENT AND DETENTION HEARING as to XKAVIER TROUMONE
r MARTIN. Arraignment and Detention Hearing set for 9/25/2009 02:30 PM in Winston-Salem Courtroom #3 before
MAG/JUDGE DONALD P. DIETRICH. Signed by MAG/JUDGE DONALD P. DIETRICH on 09/18/09. (Gatrett.
Kim) (Entered: 09/21/2009)
09/25/2009 @ I Minute Entrv for proceedings held before MAG/JUDGE DONALD P. DIETRICH-ARRAIGNMENT AND
r DETENTION HEARING as to XAVIER TROUMONE MARTIN (1) Count 1 held on 9/25/2009. AFPD Eric
Placke appeared with defendant for AFPD William Ingram. Defendant(s) pleads NOT GUILTY to all charges.

11. If the appendix will contain transcripts, check the Release of
Transcript Restriction contained in the Notice of Filing of Official
Transcript entry. You will be required to list this release date information
when you file your documents in the Fourth Circuit.

12. After selecting the documents, scroll to the end of the docket sheet.

13. Before viewing or downloading the documents, make sure that the
footer format is set to <pagenum>. The program will automatically
paginate the combined document. The appendix pages must be numbered,
if you do not use the automatic numbering feature, the pages will have to
be numbered manually or you will have to use other document preparation
software.

14. Make sure Include full docket sheet and Include documents in
Appendix are selected.

15. Select View Selected to preview the complied documents.
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Footer format: |USC£~.-1 <pagenumz @ Include full docket sheet & Include documents in Appendi*;

(Numbers, letters, spaces, and <pagenum> only) " Include abridged docket sheet ' Include document hvperlinks in Appendix

View Selected I

Download Selected

16. If any documents selected are restricted or sealed, a Warning message
will appear. Click back to remove these documents from the appendix.
Restricted and Sealed documents must be filed in a separate sealed
volume.

Criminal ~ Query Reports ~ Utilities ~ Search

View Document |

‘ Warning!
The document vou are about to view is SEALED; do not allow it to be
seen by unauthorized persons.

17. As CM/ECF compiles the documents that you have selected, a
processing message will appear asking you to wait until processing is
complete.

18. After the complied appendix has been loaded, you should review the
documents to ensure that all the documents you need have been selected.

19. Save your appendix to your computer via the Save button naming the
file appropriately and saved to a location where you can easily find it
when filing the electronic appendix in appellate CM/ECF.

Note: The electronic appendix must include a cover page and a table of
contents. The cover page and the table of contents may be uploaded as
separate files or combined with the body of the appendix.
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Criminal -~ Query Reports ~ Utilities ~ Search

Docket Sheet
Case number [121123 Find This Case |

" Entered to

Documents I to I

Include: Document options:
¥ Parties and counsel ¥ Include headers when displaving PDF documents
V¥ Terminated parties ™ View multiple documents
¥ List of member cases " Create Record on Appeal
¥ Restricted entries [T Create Appendix

¥ Links to Notices of Electronic Filing
Abridged docket report:
[T Create abridged docket report

Format:
& HTML (unpaginated)
' PDF (paginated)
Sort b}'IOIcIest date first VI
Run Report | Clear | ™ Make these options my default. Schedule this to run =l

¢) Filing an electronic appendix in Appellate CM/ECF

1. Login to Appellate CM/ECF.

Here is a link to the Fourth Circuit’s site which uses your appellate
login to enter their site.

http://www.ca4.uscourts.gov/

e CMI/ECF Login to file documents (suggested browsers are IE8 and
Firefox 3.6.17 or higher)

o Login for Windows PC

o Login for Apple Macintosh Snow Leopard or later users
o Login for Apple Macintosh Leopard or earlier users

2. After you click on the appropriate link for your type of computer, you
will come to this screen to login to the Appellate CM/ECF.

3. After signing on, you will see the links that you can use to actually file
your document.
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http://www.ca4.uscourts.gov/cmecf.htm
https://ecf.ca4.uscourts.gov/cmecf/servlet/TransportRoom?servlet=Login
https://ecf.ca4.uscourts.gov/cmecf/servlet/TransportRoom?servlet=Login
https://ecf.ca4.uscourts.gov/cmecf/servlet/TransportRoom?servlet=Login?client=mac

E Startup Page
Fi|g| Reports Utilities Logout Help

File a Document

U.S. Court of Appeals CM/ECF
Official Attorney Electronic Document Filing System

4. The link to the U. S. Court of Appeals CM/ECF User’s Manual is as
follows for further information:
http://www.ca4.uscourts.gov/caseinformationefiling

Filing Documents Under Seal

The filing of documents under seal requires authorization by statute, rule or court
order. Pursuant to section G(6) of the Electronic Case Filing Administrative
Policies and Procedures Manual, registered CM/ECF users shall electronically file
sealed documents using CM/ECF unless the entire case in under seal.

Local Rule 5.4 addresses the procedures for filing sealed documents. If
authorization for filing sealed documents has been permitted by statute, rule or
order, the document should be filed using the appropriate sealed CM/ECF
docketing event with the face of the document specifically noting the statute, rule
or order providing for sealing. If authorization is being sought from the court, the
filer should seek permission by filing a motion to seal the document. The
following steps show the general steps to be followed for filing a motion to seal a
document.

Filing a Motion to Seal Document-Generally
Step 1: File Redacted/Public Versions of all Documents:

1. Redact the confidential portion of the documents and mark the word
“Redacted” on the face of the document. Pages with a limited number of
redactions shall be marked at the top of each page with “Redacted Page”
in the header of that page. If confidentiality is claimed for an entire
document, substitute a place holder sheet for each such attachment with
the heading Confidential Exhibit and a description of what has been
redacted (e.g. Customer List A to be filed under seal.)

2. File the redacted document(s) on CM/ECF using the appropriate public
event. The text entry must identify any redacted attachments in
parenthesis.
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In the example below, the documents with confidential information in the
brief and two of the four attachments have been redacted and filed in CM/ECF
with the brief docketing event. The filer should edit the text to add the word
“Redacted” as there is not a separate event for a Redacted Brief in CM/ECF.
Since the Attachments #1 and #2 have redacted portions, annotate those

attachments as shown in the entry below to show the information that has
been redacted.

02/17/2014 | view 51 | REDACTED BRIEF IN SUPPORT OF 50 MOTION for
Summary Judgment filed by ELIZABETH SMITH
(Attachments: # 1 Jim Smith Deposition (redacted). # 2 Jim
SmithLab Report (redacted). # 3 Affidavit of expert Mary
Smith, # 4 Letter from Jim Smith to Ellen Jones)
(ATTORNEY, ROBERT) (Entered: 02/17/2014)

Step 2: File a Motion to Seal a Document

1. The filer should file a Motion to Seal a Document, which is a public event.
Your motion should include a non-confidential description of what is to be
sealed identifying the documents or portion of documents that you are
requesting authorization to seal.

2. Go to the Motions, Available Events and select Seal Document: (see Section
7. Filing Documents for Civil Cases above for more detailed instructions).

Motions

| Start typing to find another event.
Available Events (click to select events) Selected Events (click to remove events)

[Seal Document

Security of Costs ~
Service by Publication

Set Aside

Set Aside Default

Set Aside Forfeiture

Set Aside Judgment

Settlement

Sever

Shorten Time

Show Cause

Speedy Trial

Status Conference

Stay V]
Strike

3. Select the filing party; pdf documents and any attachments, including
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affidavits, if required; review the response deadline; and modify the docket

text via the screen below.

Motions
1:09-at-01000 Plaintiff1 V Defendant1
Docket Text: Modify as Appropriate.

MOTION to Seal Document |

Step 3: File a Sealed Brief

|b_\-‘ Plaintiff 1 For Testing. Responses due by 4/25/2014 (JPC, )

File a sealed brief and an affidavit, if necessary, on CM/ECF. If the filer has a
confidentiality interest in the document, the filer should submit the brief. If
another party has a confidentiality interest in the documents, the party having the
interest in the confidentiality of the document should file the brief within the 14
days of the filing of the Motion to Seal a Document.

Other Documents

Avwailable Events {click to select an event)

Selected Event

SEALED Brief [SEALED Brief

SEALED Document

SEALED Exhibits

SEALED Financial Affidavit

SEALED Unredacted Documents (LR 5.4)
Satisfaction of Fine

Satisfaction of Judgment

Schedule of Assets

Settlement Agreement

Statement

Status Memorandum

Status Report

Stipulation

Stipulation for Compromise Settlement
Stipulation of Dismissal

~
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Step 4: File All Unredacted Documents

1. The filer should file all unredacted documents using the CM/ECF event
Sealed Unredacted Documents. This is a sealed event to which you may
attach sealed documents. Do not attempt to docket sealed documents as
attachments to unsealed events.

Other Documents

Available Events {click to select an event) Selected Event
ALED Unredacted Documents (LR 5.4 [SEALED Unredacted Documents (LR 5.4)
Satisfaction of Fine ~

Satisfaction of Judgment

Schedule of Assets

Settlement Agreement

Statement

Status Memorandum

Status Report

Stipulation

Stipulation for Compromise Settlement
Stipulation of Dismissal

Suggestion of Bankruptcy

Suggestion of Death

Suggestion of Subsequently Decided Authority W
Supplement

2. The completed docketing entry for the Sealed Unredacted Documents event is
displayed below. Include the document and any attachments and be sure to
reference the previously filed redacted versions from Step 1 in the text entry.

02/17/2014 | view 54 | SEALED UNREDACTED DOCUMENTS - 54 BRIEFIN
SUPPORT OF 50 MOTION for Summary Judgment (redacted
version filed at 51) filed by ELIZABETH SMITH

| (Attachments: # 1 Jim Smith Deposition (redacted version filed
at51-1), # 2 Jim Smith Lab Report (redacted version filed at
51-2) (ATTORNEY, ROBERT) (Entered: 02/17/2014)

Filing a Motion to Seal Document- Another Party has a Confidential
Interest and the Parties Have Not Been Able to Confer

The filing sequence changes when a filer is submitting documents in which
another party has a confidential interest and it was not possible for the filer to
timely confer with the party in order to agree on what information to redact, if
any, and prepare a redacted version.
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Step 1: File All Unredacted Documents Under Seal Using the Sealed
Unredacted Documents Event

This is a private event. The completed docketing entry for the Sealed Unredacted
Documents event in this scenario is displayed below.

02/17/2014 |view 52 | SEALED UNREDACTED DOCUMENTS - 52 BRIEFIN
SUPPORT OF 50 MOTION for Summary Judgment filed by
ELIZABETH SMITH (Attachments: # 1 Jim Smith
Deposition, # 2 Jim Smith Lab Report, # 3 Affidavit of expert
Mary Smith, # 4 Letter from Jim Smith to Ellen Jones
(ATTORNEY.ROBERT) (Entered: 02/17/2014)

Step 2: File a Motion for Extension of Time to Confer and File
Redacted Documents

File a motion for extension of time to confer with the party claiming a
confidential interest, redact and file the documents.

Go to the Motions, select the Extension of Time to File Document event and
edit the text.

Motions

| Start typing to find another event.
Available Events {click to select events) Selected Events (click to remove events)

|Extension of Time to File Document
Extension of Time to File Response/Reply N
Extension of Time-Other

File Excess Pages

Findings of Fact and Conclusions of Law

Forfeiture of Property

Garnishment

Hearing

In Limine

Inspect

Intervene

Issuance

Issuance of Warrant in rem

Joinder (v
Joint Motion

| Mext | | Clear |
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Step 3: File a Motion to Seal a Document

1. Go to Motions, select Motions, and Seal Document.

Motions

| Start typing to find another event.
Available Events (click to select events) Selected Events (click to remove events)

Seal Document [Seal Document

Security of Costs ~
Service by Publication
Set Aside

Set Aside Default

Set Aside Forfeiture
Set Aside Judgment
Settlement

Sever

Shorten Time

Show Cause

Speedy Trial

Status Conference

Stay v
Strike

2. Select the filing party; pdf documents and any attachments, including
affidavits, if required; review the response deadline; and modify the
docket text via the screen below.

Step 4: File Redacted, Public Versions of Documents Previously
Filed Under Seal.

After all parties have met and prepared the redacted copies, file all redacted
versions of the documents previously filed under seal. In the docket text reference
the event number of the attachments previously filed in their unredacted form.

02/27/2014 | view 55 | REDACTED BRIEF IN SUPPORT OF 50 MOTION for
Summary Judgment (unredacted versionfiled at 52) filed by
ELIZABETH SMITH (Attachments: # 1 Jim Smith
Deposition (unredacted version filed at 52-1), # 2 Jim Smith
Lab Report (unredacted version filed at 52-2), # 3 Affidavit of
expert Mary Smith, # 4 Letter from Jim Smithto Ellen Jones
(ATTORNEY, ROBERT) (Entered: 02/27/2014)
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Step Five: File Unredacted Copies of the Redacted Documents

File unredacted copies of the redacted documents, with the redactions highlighted
or marked to show what portions of the documents have been redacted, using the
Sealed Unredacted Event. You may use electronic highlight features in word
processing or Adobe Acrobat software or you may simply underline the redacted
portions and scan the document to be attached for this marked up version. This
will enable the Court to more easily view the redacted material in context of the
complete document.

02/17/2014 | view 56 | SEALED UNREDACTED DOCUMENTS - MARKED- 356
BRIEF IN SUPPORT OF 50 MOTION for Summary
Judgment filed by ELIZABETH SMITH (Attachments: # 1
Jim Smith Deposition, # 2 Jim Smith Lab Report)
(ATTORNEY.ROBERT) (Entered: 02/17/2014)

Ex Parte Matters

Ex parte matters may only be filed pursuant to an order of the court. A motion requesting
permission to file an ex parte motion under seal shall include the ex parte motion as an
attachment. The clerk shall treat the motion to seal and attachment as sealed pending
order of the court. (See Local Rule 7.4)
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Under Motions: Available Events: Select the Ex Parte/SEALED Motion
Private Entry Document.

[/~ CM/ECF - ncmd - Windows Internet Explorer

&5 =[5 Retps:jict remd cired.den/ooi bin/Dispateh. plzmation = = 2| [ | [*F cocaie

File Edit Wiew Fawvorites Tools Help Go ogle vI

<% Favorites | Sz @ | weh Slice Gallery ~ @ 1998 Tovoka Tacoma 4x4 & | Free Hotmail #3 Suagested Sites

&]® cMfECF - nemd Gi - - 1=

Utilities -~

“ Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
Dismiss/Lack of Prosecution = | |Ex Parte/SEALED Motion Private Entry
Disqualify

Disqualify Counsel

Disqualify Judge

Disqualify Juror

Enforce IS
Enforce IRS Summaons

Enforce Judgment

Enter Premises

Entry of Consent Decree

Entry of Default

Exclude

Execution

Exempt |

Mext I Clear I

T Fa R Srae—

Parties can file Ex Parte documents electronically using CM/ECF. Ex Parte documents
are private events and do not appear on the public docket. They are viewable only by
court users. When Ex Parte documents are filed, NEF’s are not generated and no parties,
even the filer, have access to view the documents.

ZECF NECTEE : B
UE F Criminal Reparts UEilities Logout

Motions

19 3-cv-5000 Smith ' Jomes

UK. Dastrict Court
Nowth Carelina Middle Distict
Motice of Electronic Filing
Thee Boll wwingg ransaciion was entered on 232013 at 1:54 PM EST and fed on I232013

Case Maane Smilh W Janse
Case Numnber: 1 E

Filer: Diadigndant Jornes
Tocument Nmnker: 110 documest atfached)

Dacket Text
EX PARTEISEALED MOTION by Defendant Jones. (Laer, NCMO)

e public notice {elecronic so otherwise) sent boecnuse the emiry is private
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Registration of Foreign Judgment

When registering a foreign judgment, you should scan the certified judgment. AO
Form 451 and any other documents from the sending court. Also submit one
paper copy of the documents. Counsel is responsible for maintaining and
producing for inspection by the court or any party the original documents until the
latter of the judgment expiring or the conclusion of any appellate proceedings
relating to collection efforts in this district. The filing fee must be received
before the judgment can be registered.

Certified, Notarized and Documents Authenticated by Other Means

Orders

Documents, which are certified, notarized or authenticated by other means, should
be scanned and filed electronically if they are less than 45 pages in length. The
filer is responsible for maintaining the original and making it available for
inspection upon request by the court or another party. The filer shall retain the
original document until two (2) years after the expiration of the time for filing a
timely appeal of a final judgment or decree, or after receipt by the Clerk of Court
an order terminating the action on appeal. If the document is 45 pages or longer,
you should file the original in subparts following the procedures for filing a
lengthy exhibit.

1) Entry - Electronic filing by the court or court personnel of any orders,
decrees, judgments or proceedings of the court shall constitute entry on the
docket as well as notice to and service on registered users in the case,
under the Federal Rules of Civil Procedures.

2) Signatures - Any order filed electronically without the original signature
of a judge has the same force and effect as if the judge had affixed his or
her signature to a paper copy of the order and it had been entered on the
docket in a conventional manner.

3) Electronic Text (Paperless) Orders - At his or her discretion, a judge
may rule upon a motion by having a text only entry made on the docket.
There will be no PDF document attached to the entry. The system will
however, generate a notice of the entry. Such entries shall have the same
force and effect as any other type of order. You will receive electronic
notice of the filing of the order however; the notice will not have a link to
a document.
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Troubleshooting
1) Cannot View Document Using Link in E-mail Notification
a) System Prompts to Enter PACER Login and Password

Each e-mail notification that a document has been filed electronically
contains a link to the document which you may use one time to view,
download and/or print the document without charge. If when you click on
that link you are prompted to enter your login and password it means that
according to the system you have already had your one time “free look”.
Certain things will make the system act as if you have accessed the
document when in fact, you have not. To avoid this problem, do not
forward an e-mail notification to another e-mail address, and do not open
the e-mail and close it without using the link to view, download or print
the document. To help ensure that you do not accidentally miss your free
look (expires 15 days after filing), it is suggested that you add a second e-
mail address to your account. Each address will have the opportunity for
one free look at the document. See Your Account under Utilities for
instructions on adding additional e-mail addresses.

b) The Link to the Document Does Not Work

Frequently you will receive e-mail notification of docket activity, but will
be unable to link to a document. The most common reason for this is that
there is no electronic document. Many docket entries are made by the
Court without either a paper or electronic document. Such entries include
ones related to court proceedings, entries made to update case or party
information, and marginal or paperless orders by a judge. Also, because
the e-mail notification is linked to the case management software, e-mail
notifications are sent in cases that are exempt from electronic filing.
There is no link to the document because it was filed in paper format.

2) System Will Not Allow You to Attach a Document

Occasionally you will try to attach a document, but when you click on
Next, you will receive the message: ERROR: Document is not a well-
formed PDF document. This means the system is not recognizing your
document as a PDF. First, check to make sure that you did not
accidentally attach a document in another format. Second, try going back
to your word processing version of the document, convert it again, save
with a new name and attempt to file it. If this doesn’t work, the problem is
most likely with your software and you will need to contact your technical
support or the software company. If you cannot resolve the problem
before a filing deadline, you may want to print the document from your
word processing program and scan it.
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Help Desk

The Clerk’s Office shall deem the Court’s CM/ECF site to be subject to a technical failure on a
given day if the site is unable to accept filings continuously or intermittently over the course of
any period of time greater than one hour after 10:00 a.m. Eastern Time that day. Known systems
outages will be posted on the Court’s web page, if possible. The initial point of contact for any
practitioner experiencing difficulty filing a document electronically should be the ECF Help
Desk. The telephone numbers are: Toll Free Help Desk at 1-800-659-2212 or the Clerk’s
office at 336-332-6000.

See Electronic Case Filing Administrative Policies and Procedures Manual, Section P, for further
details.

CM/ECF User’'s Manual (April 2014) 95 North Carolina Middle District Court




	1.  Getting Started
	Introduction
	Help Desk
	Conventions used in this Manual:
	ECF System Capabilities
	2.  Requirements
	Hardware and Software Requirements

	3.  Your CM/ECF Account
	PACER Registration
	Registering for Access to ECF
	Your Account
	Utilities Feature
	Maintain Your Account
	Viewing Transaction Log
	Miscellaneous
	Logout

	4.  Mechanics of Electronic Filing
	User Interactions
	Setting Up the Acrobat PDF Reader
	Portable Document Format (PDF)
	How to View a PDF File
	How to Convert Documents to PDF Format
	Documents Filed In Error
	Errors Found During Quality Control Process
	User’s Manual

	5.  A Step-By-Step Guide
	How to Access the System
	Logging In
	Selecting ECF Features
	General Rules and Manipulations
	Manipulating the screens
	Correcting a mistake:
	Signatures; Affidavits of Service

	6.  Civil Case Opening
	7.  Civil Events Feature - Filing Documents for Civil Cases
	Select the type of document to file.
	Enter the case number in which the document is to be filed.
	Designate the party(s) filing the document.
	Add/Create New Party.
	Modifying Party Roles
	Specify the PDF file name and location for the document to be filed.
	Adding attachments to documents being filed.
	When attachments and exhibits are in paper format.
	Linking Documents (Refer to existing event).
	Modify docket text.
	Submit the pleading.
	Notice of Electronic Filing.
	E-Mail Notification of Documents That Were Filed

	8.  Criminal Events Feature - Filing Documents for Criminal Cases
	Select the type of document to file.
	Enter the case number in which the document is to be filed.
	Designate the defendant(s) that the filing relates to.
	Designate the party(s) filing the document.
	Specify the PDF file name and location for the document to be filed.
	Adding attachments to documents being filed.
	When attachments and exhibits are in paper format
	Modify docket text.
	Submit the pleading.
	Notice of Electronic Filing
	E-Mail Notification of Documents That Were Filed

	9.  Obtaining Information from CM/ECF
	Query Feature
	Attorney
	Case Summary
	Deadlines/Hearings
	Docket Report
	History/Documents
	Other Queries
	Reports Feature
	Docket Sheet
	Civil Cases Report

	10.  Special Procedures
	Removals
	Return of Service
	Answers
	Cross-claims, Counterclaims, and Third Party Complaints
	Disclosure of Corporate Interest
	Motions
	Motion for Leave to Amend
	Exhibits
	Proposed Orders
	Responses and Replies
	Certificate of Service
	Appeals
	Filing Documents Under  Seal
	Filing a Motion to Seal Document-Generally
	Filing a Motion to Seal Document-  Another Party has a Confidential Interest and the Parties Have Not Been Able to Confer
	Ex Parte Matters
	Under Motions: Available Events: Select the Ex Parte/SEALED  Motion Private Entry Document.
	Registration of Foreign Judgment
	Certified, Notarized and Documents Authenticated by Other Means
	Orders
	Troubleshooting

	Help Desk


